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Chapter 1

Overview

The Framework Business User Guide describes how to use the Oracle Utilities Application Framework, including standard
features of the framework. Thisincludes:

System-Wide Standards

Portal and Zone Features

Batch Jobs

Reports

Running Y our XAl Environment
To Do Processing

This guide contains the same content as the Framework Business User Guide section of the online help.
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Chapter 2

User Interface Standard Features

This section describes basic system concepts, features, and standards of the user interface.

Page Components

Oracle Utilities Application Framework screens are comprised of the following main areas:
1. TheApplication Toolbar

2. ThePageTitle Area

3. TheObject Display Area

4. The Dashboard Area

Oracle Utilities Application Framework Business User Guide * 7
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NOTE: Thelook and feel of the application may be modified after the product isinstalled. See Custom Look and
Feel Options for customization information, including how to change colors, fonts, and other system features. The
information provided in this document represents features and functionality available only in the delivered product.

The Application Toolbar

This section describes the features available on the application toolbar.

Home Button

.
Click the Home button, oy Home

User Preferences.

, on the Application Toolbar to open your home page. Y our home pageis defined in

Keyboard Shortcut Alternate Shortcut
At+0 Al t +Shi ft +O

NOTE: Refer to Shortcut Key Summary for information about the alternate shortcut.

Menu

Menu is available in the application toolbar to help you navigate to the different pages of the system

Oracle Utilities Application Framework Business User Guide ¢ 8



Keyboard Shortcut

Crl+At+M

The menu list is organized by functional area. Clicking the Menu button displays each functional area. Clicking a functional
area, in turn, displays a submenu that contains pages within that area.

EMenu Oﬂdmin History

360° Search

CE - »

Location P | Service History >
Configuration Report P | Specification >
Work Order ¥ | Manufacturer >
Asset Replication >
To Do >

My Preferences

External Message |
Batch | g
Data Synchronization e

The pages within each functional area typically have two options: Search and Add. If the menu item does not have an Add
or Search option, select the menu item itself.

How the Search and Add option behaves depends upon whether the maintenance page is fixed or portal-based.
Fixed:

» Search: Displays a pop-up search window for the user to enter the search criteria and select the entity to display. Once
the entity is selected, the user is taken to the maintenance map with the data populated in the fields.
« Add: Displays the maintenance page with empty fields so that the user can complete the information and save the entity.

Portal-Based:

» Search: Displays a search portal where the user can enter the search criteria and select the desired entity. Once the entity
is selected, the user istypically taken to a maintenance portal or the information is broadcast to other zones within the
same portal.

» Add: Either navigates to a page where the user can select the entity type or business object, or directly to the input map
where the user can enter and save the entity.

Oracle Utilities Application Framework Business User Guide ¢ 9



= Menu 0 Admin  History
l 360*° Search
_ Asset
Location
{ Configuration Report
Waork Qrder
Asset Replication
ToDo
My Preferences
Integration
Tools

Data Synchronization

Users may also opt to use the Menu Item Search input field.

Admin Menu

| . Storage Location
P | Contact

P | Organization

b

B
|

B

rotocn

| Add
b

>

The Admin dropdown is available in the application toolbar to help you navigate to the different pages of the system.

Keyboard Shortcut

Crl+Alt +A

Depending on how your implementation has configured the Admin menu list, it may be organized either by functional area

or aphabetically.

Clicking the Admin button displays each functional area or alphabetical list. Clicking one of the options, in turn, displaysa
submenu that contains pages within that area. The following is an example of the Admin menu organized functionally.

0 Admin  History

Activity P>

Assei Type

Service History Type

Bl Configuration

>

| Communication
Configuration Report

Datahase

B

b

B

b
General >
Geographic [
Implementation Tools
Integration [
B

Location

NOTE: Menu navigation paths referenced in the administrative user guide provide the functional grouping. If your
implementation uses the alphabetic grouping, the page can be find in the alphabetic letter that is the first |etter of the

page name.

Oracle Utilities Application Framework Business User Guide ¢ 10



NOTE: Refer to Installation Options for information about the admin menu configuration options.

The menu lines displayed for each menu entry typically have two options. Search and Add. If the menu item does not have
an Add or Search option, select the menu item itself. See Menu for more information about these options.

O Admin  History

Activity |

e
ER:T Configuration P | Service History Type _Add |
7 Communication 4

Users may also opt to use the Menu Item Search input field.

Back Button
Click the Back button on the application toolbar to open the previously visited page.

Keyboard Shortcut
At +B

e

The back and forwar d navigation buttons, aswell asthe History list, appear in the application toolbar only when page use
warrants their appearance.

NOTE: Under certain circumstances, such as revisiting a page that was left unsaved after being loaded with default data,
apage may not appear asit did when you left it.

History Button

Click the History button to display alist of previoudly visited pages. When you click on an entry in the list to return to an
earlier page, al items above the selected page are removed from the list.

Algorithm Type
User

The back and forwar d navigation buttons, aswell asthe History list, appear in the application toolbar only when page use
warrants their appearance.

Note that if the page has been configured to display an information string in the page title area, that information will also be
visible in the History dropdown.

( History )

Asset: Meter - Flow (SCFM), Badge Mumber 1338, In Service @ Flowmeter, RAS, Krohne

£ro Asset Query
1 User

Oracle Utilities Application Framework Business User Guide « 11



Keyboard Shortcut
Crl+Alt+H

Forward Button

Click the Forward button to return to the page that was most recently dismissed.

Keyboard Shortcut
At +G

=N

The back and forwar d navigation buttons, aswell asthe History list, appear in the application toolbar only when page use
warrants their appearance.

NOTE: Under certain circumstances, such as revisiting a page that was left unsaved after being loaded with default data,
apage may not appear asit did when you left it.

About Button

Click the about button to display awindow that describes the current and release information for your version of your
product.

Anne Smith W

0 Help

The about window shows avariety of information including:

e Theloggedin user ID

» Therelease ID of the product

» Therelease ID of the framework used to construct the product

e Therelease ID of any customer specific modifications (this comes from the installation record)

User Menu

The User menu is available in the application toolbar to provide access to user-specific options.

0 wou (CTETRA,

Preferences
Logout

Through this dropdown, the user can access their User Preferences or Logout of their current session.

NOTE: Configurable Menu. Additional menu entries may be visible in your implementation as this menu
configuration allows for additional options to be defined.

Oracle Utilities Application Framework Business User Guide « 12



Preferences

Click the Preferences menu item in the User Menu to view or modify your settings in aform that appearsin the Main tab
in the object display area.

€» About  Anne Smith W

Logout

Keyboard Shortcut

Crl+Alt +P

Logout

Click the L ogout menu item in the User Menu to complete your current session of the application. Clicking thisitem logs
the current user out and displays the Welcome page so that another user can login.

€ rbout  Anne Smith W

Preferences

Keyboard Shortcut

Crl +Alt +L

Menu Item Search

The Search Menu input field and search icon are used to allow a user to enter the description of a menu item entry to
navigate directly to the corresponding page or BPA script rather than using the menus to navigate to the desired page /
script.

Keyboard Shortcut

Qrl+Alt+F

Search Menu Q
Typing text in the field shows menu items whose descriptions include the typed text.

configy| 5}
Feature Configuration
Add Feature Configuration
Master Configuration
5 Bucket Configuration
Add Bucket Configuration
Note that only menu items within the Menu and Admin Menu that the user has security access for are included in the

results. The text included in the search is taken from the menu item description. As described in Menu, menu lines often
have two sub item: Search and Add. In most instances, the description of the "Search" menu item is simply the menu entry

Oracle Utilities Application Framework Business User Guide 13



text, for example To Do Entry. The description of the "Add" menu entry includes the word Add in front of the menu entry
text, for example Add To Do Entry.

Help Button

Click the Help button in the Application Toolbar to open context-sensitive Help in a new browser window.

€) About  Anne Smith W

9 Help

Keyboard shortcut:

Keyboard Shortcut

At +F1

Page Title Area

The Page Title Area displays the page title and the page actions toolbar.

For certain pages in the system, the page title may be followed by an information string. It is only applicable to portal-based
pages that display a single record. Thisinformation isonly visibleif the portal has been configured to display the primary
key’sinformation string. Typically only “stand alone” maintenance portals are configured to show the information string,
whereas “all-in-one” portals are not configured this way.

FASTPATH: Refer to Common Base Portals and Zones for more information about standard base product portals.

NOTE: If aninformation string islong and would interfere with a page actions button, the information string will
automatically be truncated and suffixed by an ellipsis, “...”, indicating that more information is available. In this
situation, the missing text can be viewed if the user hovers their mouse over the string.

The Page Actions Toolbar displays standard control options, such as Save and Duplicate. More detail about the actions that
may appear are described in the following section.

Page Actions Toolbar

In the Page Title Area, control functions appear in the Page Actions Toolbar; such as, Clear, Save, Duplicate, Delete and
Refresh buttons.

NOTE:
Buttons in the Page Title Area appear as the function is available to the user; for example, the Delete button will not
appear if the user has made any changes to the page’ s content, or does not have the necessary security rights for this
action.

In addition, other functions that are specific to a portal-based page may appear in the toolbar, if configured. For
example, the ability to navigate to the Search zone for a specific maintenance object may be visible on the maintenance
portal.

This section describes the standard features that are available in the Page Actions Toolbar.

Oracle Utilities Application Framework Business User Guide « 14



Bookmark Button

Click the Bookmark button on the Page Actions Toolbar to save the current page and context to the bookmarks list.

s

Bookmark Page l

Keyboard Shortcut
Crl+Al t+B

NOTE: Secured. Thisbutton is secured using the application service F1-BOOK M ARK S.Users that do not have
security for the application service will not see the Bookmark button (or the corresponding dashboard zone).

After clicking the Bookmark button, you are prompted to provide a name for the bookmark. After saving, it isvisiblein the
Bookmarks Zone, allowing you to return to this page with this context loaded with one click.

NOTE: Unsaved datawill not be included in the bookmark. If you view arecord and make changes to data without
saving the changes and then bookmark the page, the unsaved changes are not included in the bookmark information.

Y ou may change the name of the bookmark or change the sequence of the bookmarks by navigating to the User -
Bookmarks in the user preferences.

Next/Previous Item Buttons

Previous Iltem  Next ltem

The (Previous Item and Next |tem buttons appear in the Page Actions Toolbar under these conditions:

» You access afixed page, meaning that it is not portal -based.

» You use asearch page to display an item.

e There are multiple items in the search results list below or above the selected item.

If, for example, you enter search criteria of "Smith" on the User Search page, you might see the following results:
« Smith, Albert

 Smith, Peter

+ Smith, Zane

If you select Smith, Peter, Peter's user information is displayed on the User page. If you then click the Next Item button,
Smith, Zane will be displayed. In addition, because Smith, Zane isthe last entry in the search results, the Next |tem button
isno longer needed and will not appear in the Page Actions Toolbar.

If you then click the Previous I tem button, Smith, Peter will be displayed; click again and the Smith, Albert record will
appear, and, because Smith, Albert isthefirst entry in the search results, the Next Item button is no longer needed and will
not appear in the Page Actions Toolbar.

Keyboard Shortcut Alternate Shortcut
Alt+P
At +N Al 't +Shi ft+N
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NOTE: Refer to Shortcut Key Summary for information about the alternate shortcut.

Duplicate Button
Click the Duplicate button in the Page Actions Toolbar to create a duplicate of the currently selected object.

Duplicate (Ctrl+Alt+D) |

Before the new object is added to the database, a dialog appears in which you must enter the unique identifier for the
duplicate object. When you click OK, the system creates the record by copying the original record. It may be helpful to
think of the duplication function as the equivalent of a"save as" action.

Keyboard Shortcut
Crl+Al t+D

NOTE: Copying ancillary information for a record sometimes requires confirmation during a duplication request. If so,
you may also be asked if you also want to duplicate ancillary information. If, for example, you duplicate a user group,
besides supplying the ID of the new user group, you are asked if all usersin the original user group should be linked to
the new user group.

This button does not appear in the Page Actions Toolbar when:
» Duplication is not supported for the current object.

» You areon aportal based page. (For these types of pages, if duplication is supported, the actions are defined in a zone on
the portal.)

» You have made changes to the object without committing the changes to the database by clicking Save. (After making
changes, you must either discard them using the Refr esh button, or save them.)

Delete Button

Not all transactions have the capability to be deleted. Deletion is related to the business impact of the action. In some
transactions, Delete is present for some scenarios and unavailable for others; for example, you may not be able to delete a
record at a certain status level.

NOTE:
If you make a change to an object and do not save the changes to the database, you cannot delete the object until you
either save the changes or refresh the object with the contents on the database.

Before you delete an object, the system verifies that the object is not referenced anywhere in the system. If it is, you cannot
deleteit. If, for example, you attempt to delete a user, the system ensures this user has not been referenced in a user group or
onaTo Do.

Depending on the type of page that you are using, the option to delete may vary.
» Fixed pages display a Delete button in the page actions toolbar when the option is available.

Oracle Utilities Application Framework Business User Guide « 16



’ﬁ:‘ Home E Menu Q Admin ( History

Algorithm Bookmark Previous ltem  Next ltem
Duplicate Delete Clear Refresh

Main

» Portal-based pages display the Delete button in the object-related map.

Asset Type: Meter - Manual Read
| Main |
4 Asset Type

4 Main iy 4 Record Actions o

Asset Type METER_MANUAL Edit Delete Duplicate
Description  Meter - Manual Read

Component Allowed ¥ Record Information
Relatinn=zhin

» List zoneson All in One portals commonly display the Delete button (garbage can icon) next to the entity in the search
results.

Phone Type
AT
| Main
Phone Type Search
Phone Type Description Phone Number Format Algorithm
4 f HOME Home Phone #=  North American phone format |

In all cases, before the object is deleted, a confirmation dialog is displayed.

CAUTION: A timeout situation could occur as the system attempts to verify the use of the deleted object if the object is
referenced in many places and involves large volumes of production data. If this timeout situation occurs, you must with
your database administration group to del ete the offending object.

Clear Button

Click the Clear button to remove the values from the currently displayed object’ sfields. This action istypically used to
clear input fields when adding a new object.

Keyboard Shortcut
Crl+Al t+C
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Bookmark m Save Refresh

[Caear (Ctri+Alt+C)

Save Button

Clicking the Save button saves any changes you have made in the data on the current object.

Bookmark Clear % Refresh

Keyboard Shortcut Alternate Shortcut
At +S At +Shi ft+S

NOTE: Refer to Shortcut Key Summary for information about the alternate shortcut.

The button does not appear unless:
» You enter apage in add mode and default values are loaded.

» You make changes to an object after it is displayed (note that you must tab or click out of the field before the Save button
appears).

Refresh Button
Click the Refresh button to rel oad the values on the page with those from the database.

CAUTION: All unsaved changes are discarded.

Keyboard Shortcut
A t+R

Bookmark Clear Save F

| Refresh Page (Ctrl+Alt+R)
i

Object Display Area
The Object Display Area contains the details of the object(s) currently being viewed or maintained. For example, if you
display aportal, its zones are displayed in this area.

Because many of the page components follow Internet standards of operation, the behavior of these types of components are
not explicitly described. This section focuses on special features that are unique to the application framework.
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Multiple Tabs

When a page in the application includes alot of information, the page may be implemented with vertical scrolling to allow
the user to view al the information. Or aternatively, the page may be implemented with severa tabs, allowing the user

to navigate between tabs to view or update information. The following image is a section of the User page showing the
multiple tabs.

User Bookmark  Duplicate  Delete  Clear i Refresh
l_
| Main | To Do Roles Access Securil Poral Preferences Bookmarks Faworite Links Favonte Scripts Characteristics Miscellaneous

User D SYSUSER G, Owner Framework

Login 1D SYSUSER

Last Name SYSTEM User Enable Enable L

Eirst Mame English User Type L—'--l

Language English [=] Portals Profile User ID o,

Display Profile I NORTHAM S, Norh America Favarites Profile User 1D Q,

Figure 1: Multiple Tabs Example

The names of the tabs describe the type of information that will be displayed in the page when the tab is clicked. For
example, if you click on the Favorite Links tab, the contents of the page show the favorite links configured for the user.

User Bookmark  Clear  Save  Refresh

Main ToDoRoles Access Security  Portal Preferences  Bookmarks | Faworite Links | Favorite Scripts  Characteristics = Miscellansous

User D SYSUSER Q, winer  Framewoark
gnce Mavigation Cption Security Access

+ B 10 C10000000841 ©, ToDoRole + Yes

Figure 2: Multiple Tabs Example (After Favorite Links Tab Is Clicked)

NOTE: Hot key options. Rather than clicking on atab, you can click F2 or Shi f t +F2 to scroll through the tabs. F2
moves you through the tabs from left to right. Shi f t +F2 moves you through the tabs from right to left.

NOTE: Hot key options. Use Al t + anumber to navigate to the tab page whose relative position corresponds with the
number. For example, if you press Al t +6 on the above page, the Favorite Linkstab will be displayed. If there are
more than 9 tabs on a page, you must use the mouse or F2 / Shi f t +F2 to display atab. Note that the numeric keypad
on your keyboard cannot be used to implement this function.

NOTE: Returningto a pagethat contains multiple tabs. If you return to a page (by clicking the Back button or the
History button), the page will be positioned on the last tab that was opened.

NOTE: Page versus Tab nomenclature. The documentation frequently refersto the contents of a given tab as a page.
However, the page actually comprises the entire collection of tabs.

Text Box

Thefollowing is an example of abasic text box:

Description
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If the text box is alargefield, the text box may be configured to enable scrolling. In this situation, an expanded edit icon, (a
pencil), will appear adjacent to it.

This zone type is used to create an info zone. Info zones contain a list of information about a given object. For example, youcould =
set up an info zone to produce a list of all contacts made by the customer in context.

Info zones offer many features that can be used to change how the list looks “on the fly” (by end users). For example, users can add
additional columns to the list, change the sort order, ...

Detailed Description
For a more detailed description of how these zones look and behave, open the help and navigate to the index entry fitled "info zone
configuration™.

Fl

To set up a new Zone, fillin the zone's parameters as per each parameter's Comments. For examples, please refer to the "lips” that
appear in the dashboard.

Additional capabilities are provided to display and edit data in these text boxes:

« If thefield contains more text than is visible, a pop-up that displays the full text appears when you hover your mouse
over the text box. The text in the pop-up can be selected and copied.

Zone Tune &= F1-DE-SINGLE S, Owner  Framework

This zone type is used o create an info zone. Info zones contain a list of information about a given object. For example, you could set up an info zone to produce a list of all contacts made by the
customer in conkext

Info Zones offer many features thal can be used o change how the list looks "on the Ty (by end users). For example, users can add addilional columns 1o the list, change the sort order, ...
For a more detailed description of how these zones look and behave, open the help and navigate to ihe index entry titied “info zone configuration”
To set up & new zone, fll In the Zone’'s parameters as per each parameter's Comments. For examples, please refer to the Tips” that appear in the dashboard

This zone's parameters support a single SQL statement. If you require a zone that is built using multiple SQL statements (e.g., if you need to refrieve rows from disparale sources), please use the
Multi-SCOL version of this Zone type

T
For a more c.&aded description of how these zones look and behave, open the help and navigate to the index entry titled “info zane =k
configuration”.

To set up a new zone, fill in the zone's parameters as per each parameter’s Comments, For examples, please refer to the "tips” that ~
appear in the dashboard.

« If you click the expanded edit icon, an editable pop-up window appears. If the field is not protected as aresult of
businessrules for the page, you may modify the text in this window.
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File Edit View History Bookmarks Tools Help

ST

W hitps://slc07gxi.us.oracle.com:8901/BLD0O27 /textEdit

Jsp?id=DESCRLONG&:language |

OK

Undo

Cancel

NOTE: The following table highlights special characters that are converted to equivalent standard characters when

entered in atext box.

Entered Character Description Unicode Converted Character Description
Curly left double quote. U+201D Straight double quote.

Curly right double quote. U+201C Straight double quote.

Curly left single quote. U+2019 Straight single quote.

Curly right single quote. U+2018 Straight single quote.

En dash. U+2013 Simple hyphen.

Em dash. U+2014 Simple hyphen.

Ellipse U+2026 Three dots.

Middle dot (bullet / centered dot) U+00B7 Asterisk.

Fraction 1/4 (using 1 character). U+00BC 1/4 (using three separate characters).
Fraction 1/2 (using 1 character). U+00BD 1/2 (using three separate characters).
Fraction 3/4 (using 1 character). U+00BE 3/4 (using three separate characters).

Date Only Field

When only the date is required, the Date field 1ooks as follows:

Expiration Date
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If you click the calendar icon next to the date field, or you double-click inside the date field, the following window appears:

Date l = | [=] |ﬁ]
. ®m hitps://slc00dpf.us.oracle.com:9301/BLDO2
£| March > 2015

Sun Mon  Tue Wed Thu Fri Sat
1 2 3 4 5 6 7

8 8 10 1 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 H

Accept Cancel

- A

If the date field was blank, the current date is highlighted when the window first appears. If the date field contained a date, it
isdisplayed.

Y ou can double-click the desired date, or you can select a date and click Accept to close the date window and populate the
datefield.

Date and Time Field

When both the date and time are required, the Date and Time fields typically look as follows:

Desired Execution Date/Time 03-25-2015 / 08:55AM

If you double-click or pressthe Enter key while the cursor isin a Date and Time field, the following window appears:

Date/Time { = ||§| ‘ﬁJ

| - https://slc00dpf.us.oracle.com:9301/BLD023/code/calendar.jsp?lang

£/ March > 2015

Sun  Mon Tue Wed Thu Fri  Sat -

1 2 3 4 5 6 7 . ; "

i 9 10 11 12 12 14 9 3

. .

15 16 17 18 19 20 21 . 5 .

22 23 24 25 26 27 28 A A P

29 30 31 8 55 AM
v 4 v

Accept Cancel

- 4

Select the date and use the toggle buttons (or enter) the time and then click Accept to populate the original fields.
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NOTE: The user cannot select and move the hands on the clock to set the time.

Search Button
The search button appears primarily as a magnifying glass.

Zone Type = |F1-DE-SINGLE o,

When using a pop-up search window, the search button can appear as a button with its function labeled.
Algorithm Type Search { = | [S] ‘ﬁ‘

® hitps://slc00dpf.us.oracle.com:9301/BLD023/uiPage/algTypeSearchPage?language=ENG

-

Algorithm Type Search

Algorithm Entity |Z| Search

Description Search
Algorithm Type Description Alg Entity Program Type Program Name

- -

Y ou can have the system search for an item that matches the data you entered using any of the following methods:

» Enter avaluein the search field and press Enter while the cursor isin the search field. The system assumes you want to
search for the value entered and pre-populatesiit in the search window's search criteria. If a unique match can be found,
the system automatically populates the field with details corresponding to the record found. If a unique match cannot be
found (either no matches or multiple matches), a search page opens containing selectable items.

» Click the Search button without entering a criteria. Thiswill typically cause a pop-up search window to appear so that
you can further refine your search.

» Enter avalue and tab out of the search field. The system looks for avalue that exactly matches what you entered. If it
cannot find such avalue, the search dialog will not be presented.

When an item is selected in the search page, the search page closes and the input field is populated with the value selected.

NOTE: Sorting columnswithin the search grid. You may click on the column heading of columnsin a search grid to
cause the contents of the grid to be sorted. Refer to Sorting Functionality for more information.

Context Menu Button

The Context Menu button is asmall version of the Menu button from the Application Toolbar. An example is shown below:
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Algorithm Type

A
| Main |
Algorithm Type = |F1-FACT-ATTR o,

Context menus exist to help you navigate to other pages and populating the page with the current context (by passing the ID
of the related object). In addition, the menu items offered in a Context Menu differ depending on the entity that the menu is
related to; for example, when you click the Algorithm Type context menu, a pop-up menu similar to this appears:

Algorithm Type

A
| Main |
Algorithm Type = |F1-FACT-ATTR o,

Description Go To Algorithm Type
Go To Algorithm ~h Add aghe
Fields 1to 20 can be any of the follo Search les:

Different context menus exist for each of the major objects in the system; for example, in Customer Care and Billing, the
context menu for Premise contains premise-oriented menu items, whereas the context menu for Account contains account-

oriented menu items.

Go To Button

Clicking aGo To button, o= , opens the page for the related object - it functions like a hyperlink.

User Group Expiration Date Owner

+ '%‘_% ALL_SERVICES O, System User Group 12-31-2100 Framework

| Go To User Group ‘

Broadcast Button

Some zones have been configured to "broadcast” unique identifiers to other zones within the portal; if so, you'll seea

broadcast tower icon, M, in the first column. Clicki ng the icon causes specific zones to reload — these zones that have
been configured to rebuild when the unique identifier is received. For example, you might have configured a zone to display
the image of abill when ahill ID is broadcast from an info zone.

Embedded Help Icon

Theicon containing asmall 'i' is an Embedded Help icon.

Li ]
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When an embedded help iconis clicked, atool tip appears containing additional information.

Work Lists

e,

The work list buttons can appear in a zone's column heading, .

Clicking the icon resultsin populating the dashboard Work List Zone with the entire column. The user may use the Work
List zone to easily process entries one at a time without returning back to the source query zone. The work list stays
populated until the user overlays the work list by clicking a different column'sicon.

When auser clicks on awork list entry in the dashboard, the system behaves as if the user clicked on the hyperlink in the
zone. In addition, the system adds a check mark next to the item showing that the user has “worked on” or visited the entry.

NOTE: TheWork List zone is populated only upon user request.

Scroll Bars with Dynamic Height

Sometimes the height of agrid isn't sufficient to display agrid's rows. When this occurs, a vertical scroll bar appears and

an "expand button" appears above this bar, . For example, the following grid is not high enough to show all of athe
available dashboard zones:

Dashboard - 10 of 10 zones selected for display.

Zone Display Initially Collapsed Sequence Refresh Seconds Security Access
Switch Language M [ 20 0| Yes, =
Bookmarks ¥ [ 0 0 Yes |3
Checked Out M [ 0 0 Yes
Current Context M [ 0 0 Yes

If you want to view al of the person's phone numbers without using the vertical scroll bar, you can you click the expand
button. When clicked, the height of the grid expands to show all rowsin the grid:

Dashboard - 10 of 10 zones selected for display.

Zone Display Initially Collapsed Sequence Refresh Seconds Security Acc
Switch Language | 20 0 Yes
Bookmarks M [ 0 0 Yes
Checked Out | 0 0 Yes
Current Context M [ 0 0 Yes
Current To Do M [ 0 0/ Yes |=
Favorite Links FiRE| 0 0 Yes
Favorite Scripts = [ 0 0 Yes
Favorite Searches ¥ [ 0 0 Yes

To Do Summary | 0 0 Yes
Wk | ist | n n Yes 7
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Notice, after the grid is expanded, the grid's vertical scroll bar disappears and the button in the upper corner becomes a

Collapse Button, . If you click the collapse button, the grid will return to its original height.

NOTE: Search grids. Expand al functionality is not available in search grids.

Sorting Functionality

Grids have a heading row that contains labels for the columns. By clicking a column heading, you cause the rows to be
sorted in the order of the selected column. By clicking on a column more than once, you cause the rows to be sorted in
reverse order. Clicking the heading a third time removes the sorting function and returns the grid to its default display
organi zation.

The following shows how information look after organizing the grid, clicking the column heading, by algorithm type (notice
the icon in the column name).

Algorithm Code Description Algorithm Type 4
Web Service - Verify Active Operations
F1-ATCHM-INF Attachment Information F1-ATCHM-INF
F1-BAT-LSDEF Batch Level of Service Algorithm F1-BAT-LVSVC
F1-BNDL-INFO Bundle Information F1-BNDL-INFO
F1-BNEXVALID Bundle Export Validation F1-BNEXVALID
F1-BOSTATFS Take BO Status/Reason Final Snapshot F1-BOSTATFS
F1-BUNEXPBUN Prepare bundle XML F1-BUNEXPBUN
F1-BUNIMPAPP Apply a bundle F1-BUNIMPAPP
F1-BUNLOGUSR Log user updating an export bundle F1-BUNLOGUSR

F1-CMPSNAPSR Compare Sync Request Snapshots, populate status reason if discarded.  F1-CMPSNAPSR

F1-COMPSNAPS Compare Initial and Final Snapshots F1-COMPSNAPS
F1-DECRT-INF Decision Report Information F1-DECRT-INF
F1-FINALSNAP Take Final Snapshot F1-FINALSNAP

NOTE: Sorting on dropdown values. If you attempt to sort a column that contains a dropdown value, the information
is sorted in the order of the unique identifier associated with the dropdown value, not the description you see on the
screen; for example, if you sort on a column containing unit of measure, the information will be sorted in the order of
the unit of measure code, not the description that appears in the drop down. This means that the resultant sort will appear
incorrect and therefore we discourage you from doing this.

Get More Functionality

Gridsthat can potentially contain alarge number of rows have special processing that we refer to as Get More functionality.
Well use an example from Oracle Utilities Customer Care and Billing to explain - consider the grid that contains all
payments that have been added to a cash drawer. By the end of the day, this grid could contain hundreds of rows (one

for each payment remitted during the day). Rather than show every payment in the grid, the system retrieves the first X
payments (where X varies from grid to grid, and from release to release) and appends a Get More button to the bottom of
the grid asillustrated below:
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Tender Amount Tender Type Account Check r

$12390 Cash 4172150879 - Rodehaver, Gary - Residential - M-D1
$69.76 Cash 5983360951 - Nicholson, Edvard Paige - Res - M-D1
$10.00 Cash 4438465447 - Richie, Kate - Residential - - ALOP
$10.00 Cash 2609586025 - Richie, Harry - Residential - - ALOP
$10.00 Cash 8593641982 - Richie, Girlie - Residential - ALOP
$10.00 Cash 0401455188 - Richie, Iris - Residential - - ALOP

E RO B
4 [

When you click the Get M or e button, the system appends the next X rows to the bottom of the grid.
NOTE: Theabsenceof a" get more" button. If no button appears at the bottom of the grid, this means you are seeing
al of therows.

NOTE: Search grids. The Get More function is not availablein search grids.

Adding and Removing Rows Using Arrows

In some editable grids, a new row can be added to another editable grid (the grid on the left) by clicking the Add item
button, ©*" | of the desired row in the grid on the right:

Sequence Description Sequence Description
gy 10 Winter kWh charge, first 500 G 30 Winter subtotal
gy 20 Winter KWh charge, remaining G 60 Summer subtotal
gy 40 Summer kWh charge, first 300
(L= 50 Summer kWh charge, remaining
gy 70 Employee discount

When the Remove item button is clicked, ™ | the row is transferred from the grid on the right to the grid on the left. This
change will not be committed to the database until you save the object being maintained

Reorganizing Items Using the Up and Down Arrows

Occasionaly, rows can be repositioned in an editable grid by clicking up and down arrows. The following is an example of
such agrid:

Merge Type Sequence Step Type Description
B ¢ & Original 10 Edit data Edit data - Perform State Transition
@ & & Original 20 Edit data Edit data - Perform Main Processing
@ & & Original 20 Label Label - End of script

Notice the following about such agrid:
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e Theuparrow isdiminthefirst row. Thisis becauseit can't be moved further to the top.
e Thedown arrow isdim in the last row. Thisis because it can't be moved further down.

» The up and down arrows are usable in all other rows. Each time you click one of these arrows, the respectiverow is
moved up or down one row.

NOTE: Reminder. When you move rowsinto agrid, the system does not apply the change to the database until you
click the Save button (which commits the entire object to the database).

Trees

Trees are used to illustrate complex relationships between objects. The following is an example from Oracle Utilities
Customer Care and Billing of a page with atree that is expanded:

= 5 %] Account - 5922116763 Brazil Mark - Residential
- ﬁﬂ Premise - 389 Church Street, San Francisco, CA, 94114, USA, Single family home, 4603411969
=] %ﬁ;ﬁ SA - California / Water residential, WALL-1, Active, 01-01-1998, 5922116417
H ‘E SP - Water - residential/Quarterly meter cycle - wk 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA
= gﬁ;ﬂ SA - California / Cable, CABLE, Active, 01-01-1998, Basic Cable Service, 5922116431
g ;;E SP - Cable Service Point/389 Church Street, San Francisco, CA, 94114, USA, Single family home, 4603411969 / H
- %JE SA - California / Electric residential, ERES-2, Active, 01-01-1998, Electric heat option, 5922116667
ﬁ 1= | SP - Electric - residential/Monthly meter rd cycle - day 1/Route 1/389 Church Street, San Francisco, CA 94114, US
= %5 SA - California / Gas residential, GALL-1, Active, 01-01-1998, 5922116719
H )E SP - Gas - residentialMonthly meter rd cycle - day 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA,
- %:E SA - California / Waste water residential, WWALL-1, Active, 01-01-1998, 5922116874
q ;E SP - Water - residential/Quarterly meter cycle - wk 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA,
%?E SA (Mo Premise) - California / ERES Automation, TRATE, Active, 01-01-2000, 1325316234
1‘1 7| Person - Brazil Mark - Main customer

The following points describe how to use trees:

Y ou can expand and contract the nodes in atree by clicking on theicon that prefixes the node (you can also click the + and -
button to expand and contract a node).

NOTE: Expand all. If you pressCt r | while clicking on an icon that prefixes anode, al child nodes (and their
children) expand.

You can click the context menu button to cause a context menu to appear. Y ou can navigate to any of the pagesthat are
presented on this menu. Refer to Context Menu Button for more information.

You can click on the information that appears in an underlined node to drill into the page in which the object is maintained.
For example, if you click on the account information, you will be transferred to the Account - Main page.

NOTE: Important! If you make changes after expanding atree's nodes (e.g., by drilling down on a Premise and
changing the premise's address), the tree will contract to the first node if you return to the page.

Nodes in treesfit into two broad categories:

» Information nodes. Information nodes highlight the existence of other data. For example, on the Control Central - Bill

Payment Tree, anode exists to highlight the existence of new financial transactions that were created since the last hill
was compl eted.
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» Data nodes. Data nodes show information about objects in the system. For example, data nodes exist on the Control
Central - Bill Payment Tree that show bills and payments.

Required Field Indicator

An asterisk (*) isused to indicate that afield is required. The system determines this based on the field’ s configuration.
When a field becomes required because of an algorithm and not the field’ s configuration, however, the system will not add
an asterisk.

NOTE: Thefield indicator only appears on portal-based pages. Older, fixed pages will not include this designation.

NOTE:
If apageincludes agrid, fields within arow may be marked as required.

4 Operations o
Operation Name Schema Type Schema Mz
+ 1" =]

In this situation, the field(s) within the grid are only required if the row is being popul ated.

Accordion Windows

Accordion windows are used when the data held in an object's rows does not comfortably fit into agrid.

Each row in an accordion has a header that summarizes arow's details. When you click a header, the row expands to show
the details. The following is an example of an accordion where all headers are collapsed (meaning that only summaries of
the rows' details are shown):

Steps All 3 displayed [Expand All] [Collapse All] Copy
= B ( 10 ) Editdata- Get the Physical BO for the MO

= ﬁ ( 20 ) Editdata - Get the prime keys of the BO

=% f ( 30 ) Edidata-Readthe BO

When you expand a header, its details are exposed. For example, the following shows the same accordion after the third row
is expanded:
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Steps All 3 displayed [Expand All] [Collapse All] Copy

< f ( 10 ) Editdata- Getthe Physical BO for the MO

Step Sequence 10
Step Type Edit data |L|

Get the Physical BO for the MO _/‘
Text

move "parm/mao” to "F1-RetrieveMOOption/input/mo™; - '("

move 'F1PB’ to "F1-RetrieveMOOptionfinput/moOption Type™; =
Edit Data Text maove ‘false’ to "F1-RetrieveMOOption/input/isMultiple™;
invokeBS 'F1-RetrieveMOOption' using "F1-RetrieveMOOption”,;
| + m (20 ) Edit data - Get the prime keys of the BO

=4 fl ( 30 ) Editdata- Readthe BO

NOTE: You must expand to update. In order to update arow in an accordion, you must expand it.

Row Summary and Chunk Management

At the top of an accordion you'll find a summary of its rows. The format of this information differs depending on the
number of rows and the size of the accordion:

« If the accordion contains every row, a summary of the total number of rows is displayed.

« If the accordion contains a subset of rows, you are presented with a summary of the rows AND you are provided with
options to display different "chunks' of rows.

» Click First to display thefirst "chunk" of rows (the size of a chunk differs depending on the accordion). Thisoptionis
dimmed if the first chunk isin the accordion.

» Click Previousto display the previous chunk of rows. This option is dimmed if the first chunk isin the accordion.
» Click Next to display the next chunk of rows. This option isdimmed if the last chunk isin the accordion.
» Click Last to display the last chunk of rows. This option is dimmed if the last chunk isin the accordion.

Dashboard Area

The dashboard is a portal that contains zones. These zones appear regardless of the object being displayed in the Object
Display Area. Refer to Dashboard Portal for a description of these zones.

NOTE: User configurable. Every user has control over the zones that appear in their dashboard. Refer to Portal
Preferences for more information about how a user can customize the contents of the dashboard.

Script Area

When ascript isinitiated, the object display area shifts down to make room for the script area.

Theinformation in the script areatakes you through the steps in the selected business process (provided by your
implementation team).
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ORACLE €) About  English System W
A Home == Menu 0 Admin ( History 9 Help

4 Current Context <

|' This Script will AddiMedify Person and Account data

= & Does the dashboard contain the account that service will be started for?  NO YES 4 Financial Information

A Alerts

Control Central Bookmark Clear Refresh

Main | Account Information  Customer Information  Account Tree  Premise Tree  BillPayment * 4 Work List Clear

fern -

Portal Pages

This section describes using portals and zones to find and display information. Thisis the preferred technique used by the
base product for building user interfaces.

Additionally, portals and zones may be configured by your implementation to supplement the base package provided
functionality.

The contents of this section provide background information about portal page behavior.

Portals Are Made Up Of Zones

The term "zone" is used to describe a section on a portal. For example, the following is a portal with seven zones:
» Switch Language

» Bookmarks

+ Checked Out

» Current Context

e Current ToDo

» Favorite Links

» Favorite Scripts

NOTE: Thisexample may not be availablein your application; it is used for illustration purposes only.
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4 Switch Language

Switch To ]

Refresh
4 Bookmarks ﬁ
4 Checked out @ o

Business Object (ZZ_FACT) - fact | =]
bo

Business Object
(ZZ-AdhocActivityRelease) -
AhocActivity Release

Minratinn Rannast

4| 1] [ »

4 Current Context ﬁ

4 Current Te Do

s 1,l/

4 Favorite Links

A Favorite Scripts {3} Search

Revision Control Check Out -

Users Must Be Granted Security Access To Each Zone

A user must be security granted access rightsin order to see a zone on a portal.

FASTPATH: Refer to Granting Accessto Zones for information .

Zones May Appear Collapsed When A Page Opens

Zones may be designed to appear collapsed (or minimized) when the portal isinitially displayed. To view the information in

a collapsed zone, the user can press the zone's expansion button, 4 to either expand or collapse the zone:
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F‘E Checked Out @

4 Checked Out @

_{b

Business Object (ZZ_FACT) - fact | =
bo

Business Object
(ZZ-AdhocActivityRelease) -

AhocActivity Release

Minratinn Ramact )
4 Ll [

A zone'sdatais only retrieved when it is expanded.

Some Portals Allow User Customization

There are some portals in each base product that are configured to allow user customization. In this case, the porta isvisible
on the user's portal preferences. For these portals each user has control over the following:

» Which zones appear on their portal

» Theorder in which the zones appear

»  Whether the zones should be "collapsed"” (i.e., minimized) when the portal opens.

Users define their preferences by clicking the User Preferences button. Pressing this button transfers the user to the User
Preferences page on which their Portal Preferences can be defined.

Portals used for base product query and maintenance pages are typically configured to not allow user customization.

Dashboard Portal

The dashboard is a special portal that always appears on the desktop. Its zones contain tools and data that are useful
regardless of the object being displayed.

NOTE: Minimizethe dashboard. Y ou can minimize the dashboard by clicking on the vertical bar on the left side of
the dashboard. This causes the dashboard portal to disappear alowing more of the page areato display. The vertical
dashboard bar is then displayed on the right side of the page. Clicking the dashboard bar restores the display of the
dashboard portal. It also suppresses the refresh of the zones within the dashboard based on updates to the context.
Maximizing the dashboard then refreshes the zones with the latest appropriate content.

Keyboard Shortcut
At+d

The contents of this section describe the zones that are provided by the framework product for this portal. Please note the
following additional information about the dashboard portal that may impact how it appears.

» Additional zones may be availablein other products. The zones described below are available in every base product.
Please refer to the product-specific documentation for additional dashboard zones available in your product (open the
help and navigate to the index entry labeled Dashboar d).

» Context Sensitive Zones may appear. Some pages may define additional zones that should appear in the dashboard
only if that pageis displayed. These are referred to as Context Sensitive Zones.
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» Dashboard zones ar e configur able. The dashboard portal is configured to allow a user to define preferencesfor it.
Refer to Portal Preferences for more information.

NOTE: Security. Asagenera rule, dashboard zones each refer to a unique application service so that a security
administrator may configure which users are allowed to have access to which zones. Note that the user portal
preferences indicates which zones a user has security access to.

Bookmarks Zone

After clicking the Bookmark button and saving a bookmark, it is visible in the Bookmar ks zone. Clicking one of the links
in the zone navigates to the page where the bookmark was saved and loads the information related to the record that was
displayed when the bookmark was saved.

Click the trash can icon to delete the bookmark.

Note that a user may change the name of the bookmark or change the sequence of the bookmarks by navigating to the User -
Bookmarksin the user preferences.

Current To Do Zone

The Current To Do zone is designed to streamline the process of working on To Do entries from assignment to completion.
It displays key information about the user's current To Do entry and provides functions that help minimize the number of
steps it takes to resolve the entry and potentially other entries related to it.

The following sections provide more detail about the zone.
Next To Do Assignment

i
Users may have the option to click the e \,,r To Do icon to request the next To Do entry they should work on. This
functionality is optional and can be configured to follow your organization's business rules in determining the next task for
auser. For example, if your organization practices work distribution "on demand", this feature can be configured to find the
highest priority entry a user can work on and assign it to the user. Refer to work distribution for more information on this
business practice.

NOTE: Next Assignment RulesAreln A Plug-in. Refer to Next Assignment Algorithm for more information on how
to configure the system to take advantage of this function.

If the system is successful in determining the next entry the user should work on, this entry becomes the user's current To
Do and itsinformation is displayed on the zone.

User’s Current To Do

The user’s current To Do may be set using the Next Assignment algorithm, or by drillingin onaTo Do fromthe To Do List
or To Do Search page as described in A User's Current To Do. Once a current To Do has been set, the zone displays details
related to the To Do.

The M essage describes why the entry exists. The message description allows the user to drill into the page on which the
entry's respective object is displayed. For example, if the entry is associated with an asset that needs review, the user is
brought to the asset page to view the information and potentially take action. If the To Do type has been configured to
associate a script with this To Do entry's message number, then instead of being taken to the respective page, the associated
script is launched.

Info displays the standard To Do information. An Info icon == appearsif there are comments on the To Do and a
Description icon =1 appearsif thereis alog entry of type Forwarded, Sent Back or User Details on the To Do. The
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description drillsinto the To Do entry page allowing the user to view more information about the entry or make changes to
it as needed.

The user may use the Complete button in the zone to complete the current entry.

Next / Previous To Do Buttons

The Previous To Do and Next To Do buttons are enabled on this zone under the following conditions:
» The user selected an entry either on the To Do List page or the To Do Search page.

» At least one other entry exists below (for Next) or above the entry selected (for Previous).

Clicking Next To Do or Previous To Do will bring the user to the transaction indicated on the To Do Entry’ s message,
where its respective object is displayed. It also makes that To Do the Current To Do displayed in the zone.

Keyboard Shortcut Comments Alternate Shortcut
Al t+Y Previous To Do
At+zZ Next To Do Al t+Shift+Z

NOTE: Refer to Shortcut Key Summary for information about the alternate shortcut.

NOTE: When auser drills down on aTo Do entry from the To Do List page, the system automatically changes the
status of the entry to Being Worked. If Next To Do or Previous To Do is subsequently used to scroll through this|list,
the system does not change the To Do entry's status. To change the status of these entries, the user must navigate to the
To Do List. On this page, multiple entries may be selected and their status changed with a single user-interface action.

Related To Do Entries

If the To Do entry has non-complete related entries a summary Related To Do description appears. The description states
the total number of related entries, how many are till in Open, how many are assigned to current user and how many
assigned to others. This hyperlink navigates to the To Do Search query allowing the user to review the related entries. At
this point the user may decide to assign entries that can be positively identified as being caused by the same problem as the
current To Do a'so to himself.

If the user determinesthat all related To Do entries have been resolved with the appropriate action taken, the Complete All
button may be used to complete in one step the current entry and all itstruly related entries assigned to the current user.

If the related entries are not resolved with one action, the user may opt to use the Complete button to complete the current
entry alone and work on related entries one at atime. Using the related To Do information hyperlink the user may navigate
to the To Do search page and drill into the first related To Do to work on using the message hyperlink. This entry now
becomes the user's current To Do and the Next To Do and Previous To Do action buttons are set to scroll through the
related entries list.

Favorite Links Zone

Each line in the Favorite Links Zone corresponds with one of the user's favorite links (e.g., transactions). Clicking on a
line invokes the transaction. A number appears adjacent to the first nine entries to highlight that these links can be invoked
by pressing an accelerator key (Ct r I + anumber). Note that the numeric keypad on your keyboard cannot be used to
implement this function.

Users define their favorite links by clicking the User Preferences button. Clicking this button transfers the user to the User
Preferences page on which their Favorite Links can be defined.
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Favorite Scripts Zone

The Favorite Scripts zone lists the business process assistant (BPA) scripts that you have defined on your user preferences.
You can click on a script to executeit. You can click the Sear ch button in the zone to search for other scripts.

NOTE: If you do not see the Favorite Scripts zone in your dashboard, navigate to User Menu and click the Pr eferences
menu item to display the User - Portal Preferences page. Under the Dashboard Portal row, select the Display option for
the Favorite Scripts zone.

Favorite Searches Zone

If you marked a saved search as afavorite using Saved Searches functionality, the search isvisible in the Favorite Sear ches
zone. Clicking one of the links in the zone navigates to the page where the search was saved and populates the filter values
and executes the search.

Switch Language Zone

The Switch Language zone is used to switch the application’s language. Only languages that are supported by your
implementation will appear.

To switch the application's language, choose the desired language and press the Refresh button.

NOTE: If your implementation uses a single language. If your implementation uses a single language, you should
suppress this zone by not granting security rights to the zone's application service.

To Do Summary Zone

The To Do Summary Zone has several purposes:
» |t presents a summary of the To Do entries that have been assigned to you and are Being Worked On.

» Thecolored "age bars' highlight the age of the To Do entries. The colors red, yellow and green are used to highlight
the relative number of old, middle-aged and new To Do entries. The age associated with each of these colorsis user-
configurable. Note, you can hover the cursor over an "age bar" to see the number of To Do entries.

« If you click on the To Do Type description or on an "age bar", you'll be transferred to the To Do List transaction where
these To Do entries will be displayed. From this page, you can drill down to the specific entries.

NOTE: Time saver! After you drill down on entry from the To Do List page, if you have the Current To Do zone
configured in the dashboard, you can use the Previous To Do and Next To Do buttonsin the zone to scroll through
additional To Do list entries without returning to the To Do List page.

Work List Zone

TheWork List zone provides quick access to an entire column of an info or query zone. When a user clicks on awork list
entry, the system will do whatever it would have done if they'd clicked on the hyperlink in the zone. In addition, the system
ticks off that they've worked on the entry (this feature is mostly so users know that they've at least looked at something).
Refer to Work Lists to better understand how to configure query columns to support work lists.
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Zone Types and Characteristics

The topicsin this section describe common zone types, function, and common characteristics.

FASTPATH: Refer to The Big Picture of Portals and Zones for a description of general portal and zone functionality.

Common Characteristics of Zones

The following topics describe common characteristics of al zone types supported by the base package.

Zone Visibility
A zone may be configured to dynamically be visible or completely hidden depending on the information being displayed.
When hidden, not even the header is displayed.

For configuration information, refer to Zone Visibility Service Script.

Control Zone Headers

A zone may reference a Ul Map to define and control its header. This feature provides the means to achieve a uniform look
and feel for the application as well as add functionality to the zone header beyond being just atitle bar to open and close the
zone. Refer to Ul Map and to its context sensitive tips zone for more information on Fragment Ul Maps and how they are
used to construct zone headers.

Explorer Zones

The product provide several zone types that are used to find or display a set of information. These are called explorer zones.
There are two types of explorer zones:

» Infozones. Aninfo zone displays alist of information about an object. These types of zones often display information
without requiring any input from the user.

e Query zones. A query zone allows users to find objects matching a given search criteria.

Virtually every aspect of an info or query zoneis controlled by its zone configuration. However, most share basic common
components described in the subsequent sections.

Search Criteria / Filter Area

For query zones, the Search Criteria Area (also called Filter Area) contains the criteria used to find objects. The design of
the zone controls the number and type of filters that appear in this area. After search criteriais entered, clicking the Search
button causes the system to look for records that match the criteria. The results are shown in the Results Area.

For info zones, the zone's configuration indicates whether or not a Filter areais applicable and if so, whether or not it is
open or closed by default. If thefilter areais configured, the Show Filter icon is visible in the zone header. Click thisicon
to expose the Filter Area, if it isnot visible and click the icon to hide the Filter Areaif desired. Usethis areato filter the
information that appears in the zone by different values. Click the Sear ch button to rebuild the Results Area using the
specified filters.

For example, the following shows an info zone listing user groups that do not have access to a given Application Service
where afilter area has been configured to alow users to show user groups specific to a given user by ID or name.
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A User Groups without Access =R

Filtered by Application Senvice CILCACCP |, User 1D SPLIW

" - =
Liger Group Description =_-+ Granl Access

1 *PORTAL* Poral System Default | Grant Acoass
2 CASE Case Managemen! Grant Access
3 CASE REQPEN Case Management Gran Access

Use to show user groups with specific user
UseriD SPLIXW
First Name

Last Name
Search

Theinfo zone includes configuration to indicate whether the filter area, when exposed, should be shown at the top of the
zone (above the results) or at the bottom of the zone (below the results). For query zones, the search criteriais aways
displayed at the top.

NOTE: PressEnter. Rather than clicking the Sear ch button, you can press Ent er to trigger the search / info zone
refresh.

Description Bar

The Description Bar describes the search criteria that were used to build the Search Results Area.

Results Area

The Results Area displays the appropriate list of objects. For an info zone, thisisthelist of appropriate objects with any
input filter criteria considered. The following is an example of the results for an info zone. For a query zone, thisisthelist
that matches the search criteriadefined in the Filter Area. The following is an example of the results set of an Info Zone.

Al Bhsiness Objects with Status Reason F i
Business Object Description Staluses
ﬁ 1 F1-GenericBISyncRequest Generic Bl Sync Ragquest Discarded. Cancel
M 2 Wi-ActivityEquipReguirement Equipment for Activity Fulfilled, Canceled
:-{\ 3 Wi-ActivityGenerator Activity Generator Lifecycle Canceled
E\‘\ 4 W1-Activityl aborRequirement Labor for Activity Fulfilled, Canceled
M| 5 Wi-ActhityaterialRequirement Material for Acthvity Fulfilled, Canceled
m & W1-ActivityOtherReguiremeant Other Resource for Activity Fulfilled, Canceled
;7 Wi-AdHocActivityCore Ad Hoe Activity Care Completed, Discarded
m 8 Wi-ApprovalRequest Approval Request Detarmine Approvers, Approval In Progress, Approved, No Approy
:-\\ 9 Wi-BCHeader Blanket Contract Header Created, Awaiting Activation, Adtive, Closed, Suspended
) 10 Wi-BCLine Blanket Contract Line Created, Ready for Revision, Revised, Complete
[ 11 Wi-CompletionEventRoot Completion Event Root Executed, Discarded
4 1

For a query zone, the columns that appear may differ depending on the search criteria. For example, if you search for a
customer by their driver's license number, the resulting columns may be different than the ones displayed when you search
by customer name.

The following points highlight details related to viewing and working with the result set:
Broadcast. If the results set is configured to display a broadcast icon, M, it means that at |east one other zone on the

portal is configured to display datarelated to the record selected in the resultslist. Clicking thisicon will cause the other
zone or zones to be built or refreshed to display related data.
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Hypertext. One or more columns in the zone may be configured as hypertext. Clicking the hypertext will result in
navigating to another page to display datarelated to that column based on the configuration for that column.

Maximum height. The maximum height of the report areais controlled by the zone's configuration. A vertical scroll will
appear when more rows exist than fit into the height.

Maximum rows. The maximum number of rows that can appear is controlled by the zone's configuration. Excess rows
are truncated before display. Please note, you can configure the zone to download more rows to Excel than appear in the

Results Area.

« Control column sorting. By default zones are designed to allow a user to sort the results list by clicking any column
heading. Clicking once sorts ascending. Clicking again sorts descending. However, a zone may be configured to not

allow thistype of sorting.

» Rearranging columns. A zone may be configured to allow a user to rearrange columns and add or remove columns
visiblein the Result Area. Refer to Column Configuration for the details.

The type and variety of columns that appear in the Results Arealis controlled by the zone's configuration. Y ou can even
set up an info zone to display information in hierarchical trees. For example, the following info zone from Oracle Utilities
Customer Care and Billing has been configured to show a person’s related persons.

A Person Tree L1

07

Filtered by Person 1D 33856799497

FPersoniAccount Infarmation
r} General Electric - Commercial
% Manager.Dorer,Claudia
Eg Division:GE Aircraft Engines
EEJI Subsidiary.GE Commercial Engines
EE} Subsidiary: GE Military Engines
.%. ManagerHaynes Warren

EEJ Division:GE Consumer Products

A33

ubsidiary. GE Appliance

[
HE

| Sub
Subsidiary.GE Lighting
I

A33

[
HE

1? Wanager O'Donnell, William
-ﬁ» Manager\White Michele
Title Bar

The Title Bar contains the zone's description along with other icons and functions described in this section.

In the corner of the Title Bar, you'll see an indicator that tells you whether the zone is collapsed (e.g., minimized) or
expanded. Each time you click the indicator, the zone toggles between expanded and collapsed. The following image shows

acollapsed zone.

}» Bundle Entities

£

NOTE: Recommendation: For zones that are configured to show on portal preferences, set up Portal Preferencesto
collapse zones that aren't needed every time a portal is displayed. Rationale: The system doesn't build collapsed zones
when aportal is displayed. Instead, collapsed zones are only built when a user expands them. Thus, indicating azoneis

collapsed improves response times.

If the zoneis configured with help text, a help icon appears to the right of the zonetitle. Click thisicon to view the help text.

If asaved search is open for a zone, the name of the saved search is displayed after the zone title.
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The following sections describe additional icons and tools visible on the title bar. Note that in addition to the information
described in this section, additional actions that are specific to a zone may appear based on configuration. The actions may
appear in the form of hypertext, an icon or a button.

Explorer Zone Menu

Click the Explorer Zone Menuicon ¥ {0 ligt available tools. The followi ng topics describe each tool.

Clear Filters
Click the Clear Filterslink in the Explorer Zone menu to clear the filter values and zone data.

Export to Excel

Click the Export to Excel link in the Explorer Zone menu to download the zone's data to Excel. Thislink ishidden if the
zone has been configured to not download rows to Excel.

Print
Click the Print Zonelink in the Explorer Zone menu to print the zone.

Save Search Options

Query zones and info zones that include filter areas, allow a user to capture and save filter criteria so that the same search
can be more quickly executed in the future. Users may save many different search options for the same zone. Users also
have the option to nominate one search as the default so that this search is automatically |oaded upon entering the zone.
In addition, users may choose to set one or more searches as a Favorite, which causes the search to appear in the Favorite
Searches zone in the dashboard. This allows a user to navigate to the portal for that zone and load the saved search in one
click.

The Explorer Menu includes various options for supporting Saved Searches that are described below.
Note the following additional points about this functionality:

» Click Search before Saving. When a user wants to save a search, the search criteria should be entered and the Sear ch
button should be clicked prior to saving the search.

» Criteriaissaved, not results. Although auser must click Sear ch prior to saving the search, the system saves the
criteria, but not the results. When returning to the query or info zone in the future and opening a given saved search, the
results displayed will be the current records in the system that match the saved search criteria

» Multi-Query Zones. When a user is on amulti-query zone, the searches are saved at the multi-query zone level so that
all saved searches for the various search dropdowns for a given multi-query zone are visible in the Open Saved Searches
menu option.

« Functionality is Secured. If for any reason an implementation wishes to restrict which users are allowed to save
searches, the functionality is securable. Only users with Inquir e access to the F1_USRFAV SCH application service will
see these options in the explorer menu. This is the same application service that is used to provide access to the Favorite
Searches dashboard zone.

Save As

The Save As... option in the Explorer Zone menu allows a user to save the current entered search criteria. This should be
clicked after executing the search.
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The user is prompted to provide a name for the search. This search is now available from the Open Saved Searches option.
If desired, a user can aso choose to make this search the Default or may choose to Add to Favorites.

This option is visible whether or not an existing saved search isloaded. When a saved search is loaded, this option allows a
user to make changes to the search criteria and save a new search with that criteria.

Open Saved Search

The Open Saved Sear ch... option in the Explorer Zone menu isvisibleif there are any saved searches for the zonethat is
currently visible. Select this menu entry to view the current list of saved searches for the zone. For multi-query zones, any
saved search for any of the query zones that are part of the multi-query zone are visible. Choose the desired saved search.
The criteriais updated with this information and the search is performed.

Save

The Save option in the Explorer Zone menu isvisibleif a Saved Search is already loaded. This option allows a user to save
changes to the criteria of an existing saved search (overwriting the previously saved criteria).

Set As Default

The Set As Default option in the Explorer Zone menu is only visible if a saved search isloaded and it is not currently the
default. Click this option to nominate this search to be the one that is loaded when navigating to this zone from the menu.

Remove As Default

The Remove As Default option in the Explorer Zone menuisonly visibleif a saved search isloaded and it is currently the
default. Click this option to no longer load this search automatically when navigating to this zone from the menu.

Add To Favorites

The Add To Favorites option in the Explorer Zone menu is only visible if a saved search isloaded and it is not currently
included in the favorite searches zone. Click this option to include this search in the Favorite Searches zone. Once a search
isin the Favorite Searches zone, you can use the link to the search in the dashboard to navigate to the portal for this zone
and load the saved search in one click.

NOTE: Not available for dependent zones There are some portals that include a zone that is not the main query or info
zone on the portal, but is rather a zone providing additional information for arecord that is displayed. If azone like this
has filter options or configurable columns, a user is able to save searches and mark one as a default, but will not be able
to add the saved search to favorites because the zone is dependent on other data on the page that is not captured for the
individual zone.

NOTE: Dashboard Zone Preferences. Be sure that your portal preferences are configured to include the Favorite
Searches dashboard zone.

Remove From Favorites

The Remove From Favorites option in the Explorer Zone menuisonly visibleif asaved search isloaded and it is currently
included in the Favorite Searches zone. Click this option when you want to keep the saved search but you no longer want it
visiblein your Favorite Searches zone. (Deleting a saved search that is also marked as afavorite will automatically remove
the search from the favorite searches zone.)
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Delete

The Delete option in the Explorer Zone menu is only visible if a saved search isloaded. Click this option to remove the
currently opened saved search from the list of saved searches.

Note that if the saved search had been configured as favorite, deleting the saved search remove it from the favorite searches
zone.

Show Filters

Click the Show Filtersicon =2 to show the Filter Area. This button only appearsif the zone has been configured to have
filters.

NOTE: If the zoneis configured to have filters and the drag and drop (column configuration) area, only one or the other
isshown at any given time. It means that a user can either change the filter criteria and refresh the search results or
change the column configuration and refresh the results.

Show Column Configuration Area

Click the Column Configuration icon = to show the Column Configuration Area. This button only appearsif the zone
has been configured to allow columns to be dragged and dropped into the Results Area.

NOTE: If the zoneis configured to have filters and the drag and drop (column configuration) area, only one or the other
is shown at any given time. It means that a user can either change the filter criteria and refresh the search results or
change the column configuration and refresh the results.

The Open Zone Maintenance Icon

Click the "wrench" icon # to switch to the zone's zone maintenance page. On this page, you can change the parameters
that control the zone's behavior.

NOTE: Debug mode only. Thisicon only appears when the system operates in Debug mode.

Configurable Columns

Info zones and query zones may be configured to allow users to rearrange columns and to remove or add columns to the
output. Thisisalso referred to as "drag and drop" of columns.

When a zonesis configured to support this functionality, the Show Column Configuration Areaiconisvisiblein the zone
title area. Click thisicon to expose the Column Configuration Area, if it is not visible and click the icon to hide the Column
Configuration Areaif desired.

If configurable columns are allowed, a user may rearrange the order of columns currently displayed in the Results Area by
clicking the column heading and "dragging" it to the desired location.

In addition, the column configuration area may display columns that are not currently in the Results Area. These are
indicated by a cream background. A user can drag one of these columns to the results area and then click Refresh to rebuild
the zone. To remove a column that is currently in the results area, click the trash can icon next to the column namein the
column configuration area and then click Refresh to rebuild the zone.

The following is an example of how the Column Configuration Arealooks:
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i CustomerMame i Total Amount
Due Date
fi Postal Code

Senvice Type

Multi-Query Zones

This type of zone combines individual Query Zonesinto asingle query zone. A Sear ch By dropdown, built from the zone
descriptions of the individual Query Zones, allows you to select the desired query to execute. Selecting a specific Query
Zone display the filters of that query in the filter area. At this point the zone simply executes the selected Query Zone, asif
it was executed on a standalone zone. By default, the first query zone option is selected.

4 Asset Search o3

Search By |Assetinformation [=]
Asset dentifier [=]
Aszset Disposition |z|
| Asset Specification
Detaile] Employee Infarmation
Install Date (o)
Asset Information

Map Zones

A map zone displays information related to one or more objects. For objects that are maintained using portal-based pages,
the standard display of the object is using amap zone. Map zones may be configured to display an explicit map or may
dynamically display the map based on the configuration of the record being displayed.

Because the information displayed in amap zone is configured using HTML, virtually any format supported by HTML is
possible. The following is an example of atypical map zone used to display information about an object.

Asset Type: Meter - Manual Read

=l
| Main |
4 Asset Type

4 Main iy 4 Record Actions o

Asset Type METER_MANUAL Edit Delete Duplicate
Description  Meter - Manual Read

Component Allowed ¥ Record Information
Relatinn=zhin

A tool tip can be used to display additional help information for the details shown in amap zone. The tool tip may appear
adjacent to the section header or adjacent to individual elements on a map.

NOTE: Y ou can customize the help icon or disable map help using the Custom Look and Feel feature configuration.
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Open Map Maintenance Icon

Click the "hammer" icon #* to switch to the Ul map maintenance page. On this page, you can view the HTML
configuration for the zone. Note that for map zones that display a business object configured without a map, the elements
displayed are automatically rendered. In this case, no "hammer" icon isvisible.

NOTE: Debug modeonly. Thisicon only appears when the system operates in Debug mode.

Timeline Zone

A timeline zoneis used to show events over time for multiple types of data. This type of zoneis helpful for providing
aconsolidated view of separate events occurring in time that may in fact impact each other. For example, in the billing
system, atimeline can show bills, payments and collection processes for the same time period.

The topicsin this section describe the rich functionality available in timeline zones.

Timelines Zones Are Configured By Your Implementation Team

The product provides support for creating timeline zones. However, whether timeline zones are configured for your
implementation and on which portals they may be visible will depend on your specific configuration. Refer to Configuring
Timeline Zones for general information about configuring timeline zones. Refer to your specific edge application’s
documentation for details about what type of timeline information is provided out of the box.

The Anatomy Of A Timeline Zone

The following illustration highlights the various elements in atimeline zone. These elements are described in the remaining
topics.
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You Can Move Through Time
You can click the controls at the top of atimeline zone to change the date-range of the zone's information:
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Go back
1 month

?f,é’Tl\,«aeoaz»

Go forward

Go forward

Goto
today

The following points describe how to use these controls:

» Toreposition the timeline to a specific date, selected the desired month and year and click the search button.
» Togo back oneyear, click the double-left arrow.

» To go back one month, click the single-left arrow.

» Togototoday, click the red line (between the arrows).

» To go forward one month, click the single-right arrow.

» Togo forward one year, click the double-right arrow.

Timelines Can Have Many Lines

Depending on how atimeline zone is configured, it will typically have one or more "lines' that show when significant
events have occurred. Each line represents a specific type of data. The data may be related to a specific maintenance object,
for example, payments may be displayed in one line and bills in another. It may also be possible to create multiple lines for
different types of records for the same maintenance object. For example, if your product provides an algorithm to display
cases, it may support defining a different entry for each case type.

Each Line Shows Events

Each line on atimeline may contain zero or more events where each event shows the date when the event occurs. For
example, the payment line in atimeline has a separate event for every payment received from the customer. Each line's
description contains the number of events on the line.

CAUTION:

If aline has more events than can fit onto atimeline, the line will show the first "chunk" of events and a message will
appear in the "moreinfo area’ explaining that some events have been truncated. If this happens and the truncated events
arein alater period, you can reposition the timeline's base period to show the truncated events. Refer to the Y ou Can
Move Through Time section above for more information

An Event's Color And Icon Can Convey Information About The Event

Thetimeline zone is driven by agorithms and the algorithms may be configured to highlight different types of events
in different colorsand / or icons. For example, atimeline that shows payments may use different colors and/or icons to
visually differentiate between canceled payments and frozen payments.

An Event's Hover-Text Can Contain Additional Information

The timeline zone supports providing hover text that appears when a user hovers the mouse over an event. Each type of
event can have different hover text. Typically the standard information string is shown for each event.
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Clicking On An Event Shows More Information In The Detail Area

When you click on an event, additional information appears in the zone's detail area (at the bottom of the zone). The
following information may appear:

» Theevent's common "information string" appears. This information is hypertext to allow for easy access to the
transaction on which the object is maintained.

» Additiona information may appear. This is dependent on the particular timeline algorithm. Refer to each timeline
algorithm's description to find out if additional information appearsin the detail area under any conditions.

« If the algorithm has configured BPA scripts that can be executed to perform business processes on the object, the BPA
script description appears prefixed with a"wizard's hat" icon.

Common Base Portals and Zones

The following sections describe common standards followed by the product for base query and maintenance dial ogue.

All-In-One Portal

The al-in-one portal isused for low volume objects, where a small number of records are expected.

For example, many control tables use this style of portal. In this portal, rather than separate query and maintenance portals,
asingle portal allows a user to find arecord and maintain the record. A zone listing all existing records is displayed when
first entering the portal. A user can perform actions on existing records or add new records from there. More details about
thelist zone are provided below.

Refer to Maintenance Portal for information about zones commonly found on maintenance portals.

The al-in-one portal will typically provide the ability to add a new record. This may be a button in the Page Action areaor a
hyperlink defined directly on the list zone' s header area.

List Zone

Thisinfo zone appears when first entering the portal and displays arow for each record.
The following functions are commonly available in alist zone:

» A broadcast icon isincluded in each row. Clicking thisicon opens other zones that contain more information about the
adjacent record.

» An Edit icon may beincluded in each row. Clicking this icon launches the maintenance BPA script to modify the
adjacent record.

» A Duplicateicon may beincluded in each row allowing the user to duplicate the adjacent record without having to first
display the record.

» A Deleteicon may beincluded in each row allowing the user to delete the adjacent record without having to first display
the record.

« If therecord has asimple BO lifecycle of Active and I nactive, the list zone may include a button to Activate or
Deactivate the adjacent record.

Separate Query and Maintenance Portals

For high volume objects where more sophisticated search criteriais needed to find a particular record, separate portals are
provided to search for the record and to maintain it.
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The query portal contains a zone to search of the object that you wish to maintain. Additional information about the query
portal's search zone is provided below. Clicking an appropriate record in the search results navigates to the object's stand-
alone maintenance portal.

The query portal will typically provide the ability to add a new record. This may be a button in the Page Action areaor a
hyperlink defined directly on the list zon€e' s header area.

Query Portal Search Zone

The query portal contains one zone used to search for the object.
The zone may be a standard query zone or may be a multi-query zone providing one or more ways to search for your record.

Once the search results are displayed, click on the hypertext for the desired record's information string to navigate to the
stand-al one maintenance portal.

Maintenance Portal

A maintenance portal refersto apage that is used to view and maintain a specific record. These types of records are
governed by a business object, which defines the user interface layout for both the display of the record and the add or
update of the record.

An al-in-one portal is atype of maintenance portal, once arecord has been broadcast from the list zone. For the separate
guery and maintenance portal dialogue, the maintenance portal includes only zones relevant for the specific record selected.

Maintenance portals may have multiple tabs to display information relevant for the object. Often, if the object hasa L og, the
log is on a separate tab. (Although there may be some maintenance portals that include the log zone on the Main tab.)

The stand-alone maintenance portal istypically configured with the ability to navigate back to the query portal using either
a Sear ch button in the Page Actions area or using a Go To Sear ch hyperlink in the main zon€e' s header area. The stand-
alone maintenance portal may aso include the ability to add a new record using an Add button in the Page Actions area. (If
not, a new record can be added by navigating through the menu or by navigating to the query portal where an Add hyperlink
may be found.

The following zones are common to portals used to maintain a record.

Note that additional zones may exist for specific all-in-one portals or stand-alone maintenance portals based on the
particular functionality. Refer to the documentation for each portal to understand the specific zones that are provided.

Object Display Zone
Thisis azone that displays the object being maintained.

An object being displayed may or may not allow for actions or updates to be made. Typically there is a Record Actions
section in the display areathat presents the valid actions. Depending on the functionality, the actions may prompt the users
to input values required for that action.

Log Zone
If the maintenance object for the record includes a status, it typically has alog that records important eventsin its lifecycle.

Thislog is shown in an info zone on the portal, either on the Main tab or on a separate Log tab. A link appearsin the zone's
title bar to allow the user to add a new manual log entry.
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Fixed Pages

There are some pages in the system that are built using a fixed page metaphor. All user interfaces implemented in this way
function in asimilar manner. This section describes functionality to these types of pages.

NOTE: Not all pagesin the application use this metaphor. The preferred metaphor for pagesin the system isto use
portal-based pages. For more information see Common Base Portals and Zones.

Maintenance Pages

Maintenance pages are used to maintain (add, change, etc.) the information in the system using a fixed page metaphor. This
section focuses on functionality common to all maintenance pages using this metaphor.

The Unique Identifier Area

Every object in the system must have a unique identifier. For some objects, typically administrative or control table data, the
unique identifier is defined by the user creating the record. Other objects, typically master or transaction entities, the unique
identifier is assigned by the system after the record is saved.

Where the identifier is displayed depends upon whether the ID is user-defined or system generated.

Pages displaying objects with a user defined identifier (such as To Do Type) typically display the identifier on the left along
with a search button. For master and transaction tables, (such as To Do Entry) the unique identifier istypically found in

the upper right corner of the screen along with a search button and is labeled as the entity’ s ID. In this caseg, if thereisan
information string associated with the object, it is displayed on the left.

If the object being maintained has an associated context menu, a Context Menu Button is displayed appear.

Confirmation & Error Messages

Whenever a database modification action is requested, the system first validates the data to be put on the database.

First, the system validates the information. If there are errors, the first error encountered is displayed in awindow. In
addition to the error message, the error window also contains the error number and the identities of the programs that
detected the error. If you don't understand an error and you have to call product support, please supply them with this
information.

If there are no errors, the system is modified.

Warning If Unsaved Changes Exist

If you make any changes to an object and you don't commit these changes to the database, the following warning appears:
"Y ou have unsaved changes that will be lost if you continue. Press OK to continue anyway."

If you want to commit the changes, click Cancel. Y ou will then return to the page and can make further changes or press
Save. If you want to discard your changes and transfer to the new page, click OK.

CAUTION: Thiswarningis not displayed if you are working on a new object on a fixed page and you navigate to a
different page. Information about new objects is preserved in memory in anticipation of your return to the page. For
example, if you are in the middle of adding a new user and you want to quickly reference information on a different
page, you will not receive the above warning because your information will be saved. If you use the back button to
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return to the user page, al of the information you were adding will be present and you can enter the rest of the new
user's data.

Query Pages

Query pages are used to display record setsin the system. Most query pages function in asimilar manner. This section
focuses on functionality common to all of the system'’s query pages.

The Search Area

The upper right corner of the screen is almost always the identifier of the object associated with the search. In Oracle
Utilities Customer Care and Billing for example, the unique identifier on the Account Financial History page is the Account
ID.

To theright of the unique identifier is a Search button. This button is used to search for a different object than the one
whose data is being displayed in the page.

If the object being displayed has an associated context menu, a Context Menu Button is displayed.

User Preferences

The Preferences (or My Preferences) transaction and the User Maintenance transactions are the same except that with My
Preferences, only the following items can be modified:

e MainTab

« Language

» Display Profile

« TimeZone

« Email Address

« Dashboard Width

» Home Page

« To Do Summary Age Bar Parameters
» Bookmarks

 All information can be modified
+ Portal Preferences

« All information can be modified
« Favorite Links

+ All information can be modified
» Favorite Scripts

e All information can be modified

User - Main

This page lets you view or define user information and access settings.
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To open the page, use one of the following navigation options:

e The Admin > Users> Search menu item.

« TheMenu > My Preferences menu item.

e TheUser Menu > Preferences menu item in the application toolbar.

Note that some fields are only modifiable when the page is opened from the from the Admin menu.
Description of Page

Basic user identification information is viewed or set in the First Name, Last Name, User ID, and Login ID fields, all of
which are modifiable only when the page is opened from the Admin menu. User and logon 1Ds must be unique. The Login
ID istheid that the user usesto log in to the system. The User ID isthe ID that is used throughout the application when
users are assigned to tasks or when the user ID is stamped on records when logging add or update actions.

L anguage Code defines the language in which the user's screen prompts and messages appear.
Set User Enabled to allow the user to access the system.

NOTE: Thisfield, available only when the page is accessed through the Admin menu, provides special field-level
security. A user can change the field only if the Enable/Disable access modeiis set.

Display Profile I D defines the display options for the user.

The next group of fieldsis used to view or set user preferences. For example, you can set up portal preferenceson a
"template user" and indicate that specified users will inherit their portal preferences from the template. Doing so provides
consistency in the application of account information and dashboard zones. This fields are modifiable only when the page is
accessed through the Admin menu.

» Set User Typeto Template User if the user's preferences are to match those of other users.

+ If auser'sportal preferences are to be inherited from a "template user”, use the Portals Profile User 1D to define the user
ID of the template user. If applied, the specified user will inherit portal preferences from the Portals Profile User 1D and
will be unable to customize those preferences.

» If auser'sfavorite links are to be inherited from a"template user”, use the Favorites Profile User 1D to define the user
ID of the template user. If applied, the specified user will inherit favorites preferences from the Favorites Profile User
I D and will be unable to customize those preferences.

The Time Zone associated with the user may be defined. |mplementations may use this information for features and
functions where the user's time zone impacts display of data.

Email ID captures the user's email address.

Dashboard Width defines the number of pixelsto use for the user's dashboard area. A setting of 200 is recommended as a
minimum. Depending on the width of a user's monitor, a higher setting (such as 250) will display more information without
compromising the space on the main area of the application. Setting the value to 0 will suppress the dashboard.

Home Page defines the page that appears when the user starts a session or clicks the Home link.

The To Do entry fields control how To Do entries are aged in respect of the "age bars' that appear on To Do Summary, To
Do Supervisor Summary and the To Do Summary Dashboard Zone.

» UselLower AgeLimit for Yellow Bar to define the number of days old a To Do entry must be to be considered
"yellow" in the age bar. To Do entries below this limit are considered "green” in the age bar.

» Use Upper Age Limit for Yellow Bar isthe high limit for the "yellow" bar. To Do entries older than this are considered
"red" in the age bar.

The User Group collection defines the group(s) with which the user is associated and the date (if any) when the user's
association expires. This feature is modifiable only when the page is accessed through the Admin menu. For more
information, see The Big Picture Of Application Security. Assignments of usersin auser group can also be established or
maintained through the User Group - Users page.
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NOTE: The ability to maintain the user groups on this page requires specia field-level security. A user can change the
field only if the System Administration access modeiis set.

User - To Do Roles

Open the User page and then navigate to the To Do Roles tab to define the To Do roles assigned to the user.
Theinformation on this page cannot be modified if accessed through My Pr efer ences.

FASTPATH: A user's To Do roles control the types of To Do entries the user can access. For additional information on
To Do roles, see To Do Entries Reference A Role.

Description of Page

The grid contains the user's To Do roles. To modify aTo Do role linked to the user, simply move to afield and change its
value. ToremoveaTo Do roleg, click the - (minus) button. To add anew To Do role, click the + (plus) button and enter the
role.

Where Used

Every To Do entry references arole. A To Do role has one or more users (and a user may belong to many To Do roles).
Userswho are part of the To Do role assigned to a To Do entry may work on the To Do entry. For more information on this
feature, see The Big Picture Of To Do Lists.

User - Access Security

Open the User page and then navigate to the Access Security tab to define a user's security rights. Y ou cannot modify this
page if you accessed it through My Prefer ences.

FASTPATH: Refer to The Big Picture of Application Security for more information about data access roles and access
groups.

Description of Page

Use the Default Access Group to define the access group that is defaulted on new records added by this user that are
subject to row security.

The scroll area contains the Data Access Roles to which this user belongs. A user's data access roles play apart in
determining the accounts whose data they can access.

To add additional data access rolesto this user, click the + button and specify the following:

Enter the Data Access Role. Keep in mind that when you add a Data Access Roleto aUser, you are granting this user
access to all of the accounts linked to the data access rol€'s access groups.

Use Expiration Date to define when the user's membership in this data access role expires.

NOTE: You can also use Data Access Role - Main to maintain a data access role's users.

The tree highlights the Access Groups to which the above Data Access Roles provide access.
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User - Bookmarks

This page is used to manage a user’ s bookmarks that are created when a user clicks the Bookmark button and saves a
bookmark. From this page the user can delete a bookmark, change the name of the bookmark or change the sort sequence.

Open the User page and then navigate to the Bookmar ks tab to modify or delete a bookmark.

Description of Page

Sequence is the sort sequence associated with the bookmark. Bookmarks with the same sequence are then sorted
aphabeticaly.

Name is the user-defined name assigned to the bookmark. Thisisthe text that is visible in the Bookmarks dashboard zone.

NOTE: Favorite Linksvs. Bookmarks. Favorite links are configured through the user page and define pages that a
user can navigate to. They do not define context (although some pages may use information currently in global context
when navigating). Some users may not be allowed to configure their own favorite links and would see the favorite
links associated with a profile user. Bookmarks are created using a bookmark button available on each page. The
bookmark saves navigation information, context information and also captures some information about the state of a
page. Bookmarks are not governed by any user profile configuration.

User - Portal Preferences

The base product contains several portalsthat allow users to customize them via portal preferences. Portal preferences allow
usersto control:

» Which zones appear on the portal

» Theorder in which the zones appear

»  Whether the zones should be "collapsed"” (i.e., minimized) when the portal opens.
NOTE: You may not be able to change your portal preferences. If anote appearsimmediately before the list of
portals, a system administrator has configured your user ID to reference a Portals Profile User ID (thisis defined on the

Main tab). Preferences set in this way cannot be modified. System administrators do thisin order to enforce acommon
look-and-feel throughout the user community.

Open the User page and then navigate to the Portal Preferences tab to modify a user’s preferences.
Description of Page

The accordion contains arow for every portal configured to show on user preferences and to which you have access. To
change how a portal's zones appear, expand the respective row and change the elements accordingly. The remainder of this
section describes how you can configure how a portal's zones appear.

Zonelists all of the zones in the portal.
Place acheck under Display if the zone should be displayed on the portal.

Place acheck under I nitially Collapsed if the zone should be minimized when the portal isinitially opened. Setting zones
asinitialy collapsed is a good ideato save space and to help pages to load more quickly. Refer to Zones May Appear
Collapsed When A Page Opens for more information.

CAUTION: Recommendation. It is recommended that you set your preferences to collapse zones that you don't use
often. Thisis because the system doesn't perform the processing necessary to build collapsed zones until you ask to
expand a zone. Opening a page with zones collapsed accel erates the response times of portal.
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Use Sequence to control the position of the zone in respect of the other zones. Thisfield isdisabled if Display is not
checked. Duplicate Sequence numbers are allowed.

For zones displaying data that is changing often, use Refresh Seconds to define in seconds how often the zone is refreshed.
The minimum valid value is 15. The maximum valid value is 3600 (1 hour). A value of 0 indicates no automatic refresh.

Security Access indicates whether the user has access rights to azone. Refer to Granting Access To Zones for more
information.

User - Favorite Links

This page is used to define a user's favorite transactions and URLs. Each such link appears as an entry in the Favorite Links
Zone in the Dashboard area.

NOTE: A hot key can be used to execute a favorite link. Rather than clicking a button in the favorite links zone, you
can invoke your first nine favorite links by pressing Ct r | + anumber (where the number corresponds with the relative
position of the transaction in your list of favorites). Note that the numeric keypad on your keyboard cannot be used to
implement this function.

Open the User page and then navigate to the Favorite Linkstab to modify a user’ s favorite links.

Description of Page

NOTE: You may not be able to change your favoritelinks. If a Note appears beneath your User I D, your user id has
been setup to reference a specific Favorites Profile User I D as defined on the Main tab. If a system administrator has
setup your user 1D in thisway, your preferences may not be changed. System administrators may apply this feature in
order to enforce a common look-and-feel throughout the user community.

Each row references a Navigation Option. The navigation options supplied with the base package correspond with the
system's menu items. This means you can setup afavorite link to open any transaction in the system (in either add or
update mode).

NOTE: Favoritelinkscan point to other places. The navigation options supplied with the base package always

open atransaction's Main tab. If you find yourself continually accessing a different tab page, you can have your
implementation team create a new navigation option that references the desired tab page. Once this navigation option is
set up, you can reference it as one of your favorite links. In addition, it's also possible for your implementation team to
setup navigation options that open a URL outside of the system. For example, your implementation team could setup a
navigation option to a credit rating company's website. Once this navigation option is set up, you can reference it as one
of your favoritelinks.

Use a Sequence to control the order in which the navigation option appears in the Favorite Links Zone.

Security Accessindicatesif you have been given security rights to the respective transaction. Refer to The Big Picture Of
Application Security for more information.

NOTE: Favorite Linksvs. Bookmarks. Favorite links are configured through the user page and define pages that a
user can navigate to. They do not define context (although some pages may use information currently in global context
when navigating). Some users may not be allowed to configure their own favorite links and would see the favorite
links associated with a profile user. Bookmarks are created using a bookmark button available on each page. The
bookmark saves navigation information, context information and also captures some information about the state of a
page. Bookmarks are not governed by any user profile configuration.
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User - Favorite Scripts

This page is used to define a user's favorite scripts. Each script is displayed in the Favorite Scripts zone on the Dashboard
portal where it can be used to initiate a script.

NOTE: A hot key can be used to execute a favorite script. Rather than selecting a script from the business process
assistant, you can invoke your first nine favorite scriptsby pressingCt rI + Shi ft + anumber (where the number
corresponds with the relative position of the script in your list of favorites). Note that the numeric keypad on your
keyboard cannot be used to implement this function.

Open the User page and then navigate to the Favorite Scripts tab to modify a user’s Favorite Scripts.

Description of Page

NOTE: You may not be able to change your favorite scripts. If aNoteisdisplayed on top of the grid, your user id
has been setup to reference a specific Favorites Profile User 1D as defined on the Main tab. If a system administrator
has setup your user ID in thisway, your preferences may not be changed. System administrators may apply this feature
in order to enforce a common look-and-feel throughout the user community.

Each row in the grid contains one of your favorite Scripts.
Use the Sort Sequence to control the order in which the scripts appear in the business process assistant menu.

Security Access indicates whether you have access to the script's application service. Refer to The Big Picture Of
Application Security for more information.

User - Characteristics

Select Admin > User > Search and navigate to the Char acteristics tab to define characteristic values for the user. Y ou
cannot modify this page if you accessed it through My Preferences.

Description of Page

Use the characteristics grid to capture additional information about the user.

Y ou can only choose Char acteristic Types defined as permissible for the user record. Refer to Setting Up Characteristic
Types & Their Values for moreinformation.

Enter avalid Characteristic Value for the selected characteristic type. Y ou may enter more than one characteristic row for
the same characteristic type, each associated with a unique Sequence number. If not specified, the system defaultsit to the
next sequence number for the characteristic type.

User - Miscellaneous
Select Admin > User > Search and navigate to the Miscellaneous tab to view additional information associated with a
user.

User Id, First Name and Last Name are displayed. Depending on your implementation, additional zones may appear on the
User Portal

If additional zones appear, use the embedded help for information about the fields managed on the zone.
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nitiating Scripts

Y our implementation team can set up business process assistant (BPA) scripts to walk you through business processes.
Once scripts have been set up, you can initiate a script using any of the following methods:

You can define alist of your "favorite scripts' on your user preferences. Y ou can then invoke any of the scripts from the
Favorite Scripts zone on the dashboard portal. Y ou can aso invoke any of your first 9 favoritesby pressng Ctrl +
Shi ft +anumber (where the number corresponds with the relative position of the script in your list of favorites). For
example, if you pressCt r | +Shi f t +2 and you've setup your "favorite scripts' to be Start Autopay and Stop sending
marketing information; the Stop receiving marketing information script isinvoked. Note that the numeric keypad on
your keyboard cannot be used to implement this function.

Y ou can configure amenu item to launch a script by referencing a navigation option that is a script navigation option
type.

The system creates To Do entriesto highlight tasks that require attention (e.g., billsin errors, accounts without hill
cycles, etc.). Users can complete many of these tasks without assistance. However, you can set up the system to
automatically launch a script when a user selects a To Do entry. For example, consider a To Do entry that highlights a
bill that'sin error due to an invalid mailing address. Y ou can set up the system to execute a script when this To Do entry

is selected. This script might prompt the user to first correct the customer's default mailing address and then re-compl ete
the bill. Refer to Executing A Script When A To Do Is Launched for more information.

You can indicate that a script should be launched upon entering the system. This functionality enables an external
system to launch the system and immediately launch a script.

The following hot keys cause an interactive menu is displayed:
e Crl+At+Q
e Ctrl +Shift+S

Description ()

[¥] Search only Eligible Scripts

Description

Bucket Configuration Maintenance Eligible =
Configuration - Add User Log Entry Eligible
Configuration Maintenance Eligible |
Firmware Deployment Mavigation Script Eligible [
Html Override Zone visibility script Eligible

Launch Attachment Eligible

Web Service Annotation Maintenance Eligible .

The menu allows you to search for a script using any word in its description. Note, if you've turned on Sear ch only Eligible
Scripts, your search islimited to eligible scripts. Note, the system displays an indication if each script inthe grid is
Eligible or Ineligible in this section.

Y ou can initiate a script from this area by clicking on it.

When a script isinitiated, this menu closes and the object display area shifts down to make room for the script area.
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NOTE: Securing scripts. Only scripts the user is allowed to execute are displayed. Refer to Securing Script Execution
for more information.

NOTE: Customizethescript area. Using the Height step type, an individual script may be configured to use more
or less of the script areathan the standard script area. It is aso possible to configure a script to hide the script area
altogether.

Theinformation in the script area takes you through the steps in the selected business process (note, your implementation
team controls the information that appears in the script area).

The following points highlight useful information common to all scripts:

Return focusto script area. Often during a script the focus moves from the script area to another section of the page.
For example, you might be required to fill in datafor anew record being added. When you are ready to return to the
script area, rather than using the mouse to return to the area, you can press Ct r | +Shi f t +F. The focus returns you to
either the first available input field or to a "default” button if no input field is available.

The Continue button. Many stepsin a script ask you to click the Continue button when you're ready to restart a script.
For example, a step may ask you to confirm a customer's automatic payment information and then click Continue when
you're ready for the script to restart. Rather than using the mouse to click this button, you can pressCt r | +Shi f t +C.

Selected button changes color. When you click a button in the script area, the button selected changes color so that you
can easily see which option you selected.

FASTPATH: Refer to The Big Picture Of Scripts for more information about scripts.

NOTE: You can abort a script at any time by clicking the red X button in the upper right corner of the script area (or by
pressing Ct r | +Shi f t +X).

Shortcut Key Summary

The following table summarizes the keyboard shortcuts (hot keys) available in the system:

NOTE: Itis possiblethat your specific product supports additional shortcut keys. Refer to your product documentation
for more information.

NOTE: It is possiblethat some of the following system accelerator keys may duplicate shortcuts, or hot keys, that are
predefined within your browser. If thisis the case, the browser's functionality commonly takes precedence.

NOTE: Itis possiblethat your implementation uses one of the accelerator keys listed below for a different purpose.

For example, in some languages, a shortcut key may be used for a special character in the alphabet not included on all
keyboards. It is possible to turn off any of the Alt+letter shortcuts and Ctrl+Alt+letter shortcuts listed below using a
propertiesfile entry. The property is ouaf.shortcut.ignor e.altk eys= where one or more letters may be entered separated
by a comma. When setting this property, the system automatically enables a'potential aternate key' for certain functions
(see the table below). Refer to the Server Administration Guide for more information about the property.

Accelerator Key Potential Alternate Key (see Note above) Function
Qrl+At+A Opens the Admin Menu button.
A t+B Returns to the previous page on which you

were working. This is the equivalent of clicking
the Back button.
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Accelerator Key Potential Alternate Key (see Note above) Function

Crl+Al t+B Launches the Bookmark dialog. This is the
equivalent of clicking the Bookmark button.

Al t+CCtrl +Al t +CAl t +Shi ft +C Clears the currently displayed object from the
page. This is the equivalent of clicking the
Clear button.

Crl+Shift+C If the current step in the Script area has a

Continue button, this shortcut is equivalent to
clicking Continue.

Ctrl +Al t +DAl t +D Creates a duplicate of the object being
displayed. Equivalent to clicking the Duplicate
button.

Crl+Alt+F Positions the user's cursor to the Menu Item

Search input field.

Cirl +Shift+F If the Script area is open and you are working
on a different area of the page, this key
returns focus to the script area. Focus returns
to either the first available input field or to a
"default” button if no input field is available.

At +G Returns to the most recent page that was
displayed when the Back button was clicked.
Equivalent to clicking the Forward button.

Crl+Alt +H Opens a dropdown list of recently-visited
pages, the equivalent of clicking the History
button.

Alt+J Minimizes the dashboard. It also expands the

dashboard, if it was minimized.

At +K Transfers you to To Do Entry - Main for the
current item in the To Do list. Pressing Alt+K
while on this page takes you to the first To Do
entry on the list.

Crl+Alt+L Logs the user out of the system. This is
equivalent to clicking the Logout menu item.

Crl+Al t+M Opens the Menu button.

Al t+N Al 't +Shi ft +N Displays the next entry in the search results.
Equivalent to clicking Next Iltem.

Alt+0 Al t +Shi ft+0 Navigates to the user's home page.
Equivalent to clicking the Home button.

Crl+Alt +P Opens your User Preferences page.
Equivalent to clicking the Preferences menu
item.

Alt+P Displays the previous entry in the search

results. Equivalent to clicking Previous Item.

Crl+Alt+Q Opens the business process assistant, where
you can select a script that walks you through
a business process.

Al t+RCtrl +Al t +R Refreshes the page with the last saved
version of the object being displayed in the
page. Equivalent to clicking the Refresh

button.

Al't+S At +Shift+S Saves any changes that you've made on the
database. Equivalent to clicking the Save
button.

Cirl+Shift+S Opens the business process assistant, where

you can select a script that walks you through
a business process.

At +X Al t+Shift+X Opens the To Do Summary.

Cirl +Shift+XCrl +Shift+Z If the Script area is open, equivalent to
clicking the Close button in the script area.
If a pop-up window is open, this closes the
window.
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Accelerator Key

Potential Alternate Key (see Note above) Function

Alt+Y

Displays the previous item in the To Do list.
Equivalent to clicking the Previous To Do
button in the Current To Do zone.

At+Z

Al t+Shift+Z

Displays the next item in the To Do list.
Equivalent to clicking the Next To Do button
in the Current To Do zone.

Al't +l nsert

Inserts a new row into an editable grid if the
insertion point is in the grid. Equivalent to
clicking the Insert button.

At +Del ete

Removes a row from an editable grid if the
insertion point is in the grid. Equivalent to
clicking the Delete button.

Alt+F1

Invokes online Help for the application.
Equivalent to clicking the Help button.

At+l .. At+9

These keys are only applicable when a

page / portal with multiple tabs is open.

The shortcuts open the tab page whose
relative position corresponds with the shortcut
number. For example, if you press Alt+3 on

a page with multiple tabs, the third tab is
displayed. If there are more than nine tabs on
a page, you must use the mouse or F2/Shift
+F2 to display a tab. Note that you cannot use
the numeric keypad for these shortcuts.

Crl+1..Ctrl +9

Invokes the favorite link whose relative
position corresponds with the shortcut
number. For example, if you press Ct r | +3,
the transaction for your third "favorite link"
is invoked. Note that you cannot use the
numeric keypad for these shortcuts.

Crl+Shift+1..Crl+Shift+9

Invokes the favorite script whose relative
position corresponds with the shortcut
number. For example, pressing Ctrl+Shift+2
selects the second of your "favorite scripts".
The numeric keypad cannot be used for these
shortcuts.

Alt+l eft arrow

Populates a scroll area with the previous
entry. Equivalent to clicking the scroll control

-

Al t+right arrow

Populates a scroll area with the next entry.
Equivalent to clicking the scroll control

1=

Ent er when in a field with an adjacent
Search button

Invokes the search. Equivalent to clicking the
Search Button.

Ent er when a row in a search result grid is
highlighted

Selects the item and closes the search. Note
that after selecting an item from the search
results, you can press Alt+N or Alt+P to scroll
up or down through other items in the result
grid without returning to the search results.

Ent er when a menu item is highlighted

Selects the menu item.

Ent er when the insertion point is within a tree
node

Equivalent to clicking on the item in the tree:

< If the insertion point is on a node image,
the node is either expanded or collapsed,
dependant on its current state.

« If the insertion point is on a context menu,
the context menu is opened and normal
menu processing applies.

« If the insertion point is on a "link" element,
normal navigation processing occurs.
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Accelerator Key

Potential Alternate Key (see Note above) Function

Tab when a row in a search result is
highlighted

Highlights the next row.

Shift + Tab when arow in a search result
is highlighted

Highlights the previous row.

Space when the insertion point is on a button

Equivalent to pressing the button.

Space when the insertion point is in a date/
time field

Opens the date/time selection window.

Space when the insertion point is in a check
box

Toggles the check box between checked and
unchecked.

Page Up while in a list grid

Scrolls the contents of the list grid up
approximately one page.

Page Down while in a list grid

Scrolls the contents of the list grid down
approximately one page.

Up or Down Arrowwhen in a dropdown list

Moves to the next or previous value in the list.
You can also press a letter key to locate the
next value starting with that letter.

Up or Down Arrowkeys when in search
results

Highlights the next/previous row in search
results.

Up, Down, Left or Right Arrowwhen
using a menu

Highlights other menu items.

Esc when using a menu

Closes the menu.

F2 Opens the next tab page when viewing a
page / portal with multiple tabs.
Shi ft +F2 Opens the previous tab page when viewing a

page / portal with multiple tabs.
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Chapter 3

To Do Processing

There are numerous events that trigger the creation of email-like messages describing work that requires human attention.
For example, if abill segment has an error, amessage is created to highlight such. We refer to each messageasa To Do
Entry. In this section, we describe how to view, manage and work To Do entries.

FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

The Big Picture of To Do Processing

The topicsin this section provide background information on To Do processing functionality.

To Do Role

Each To Do entry is assigned a specific To Do Role. The role defines the users who may work on the entry. The permissible
roles that may be assigned to a To Do entry are defined on the entry's To Do type. Refer to To Do Entries Reference A
Roleto learn more about initial role assignment.

After an entry is created, its role may be changed to any role defined as valid for the entry's To Do type. Manual changes of
aTo Do entry'srole are recorded on the To Do entry log.

To Do Priority

A To Do entry is associated with a priority level representing its processing order compared to other entries. Refer to The
Priority Of A To Do Entry for more information on how an entry's priority isinitially assigned.

A user may manually override a To Do entry's priority at any time. Once overridden, automatic recal culation of the priority
isno longer performed so as not to override the value explicitly set by the user. Manual overrides of a To Do entry's priority
are recorded on the To Do entry log.
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Work Distribution

To Do entries may be manually assigned to users either by their supervisors or picked up by the users themselves. The
system can also be configured to dynamically assign the highest priority work to users on demand whenever they are
available for fixing errors.

NOTE: Assignment on demand isin a plug-in. Y ou can customize the next assignment plug-in on the installation
options to follow your organization's work distribution rules. For example, when a user asks for the next assignment,
business rules may be used to only consider To Do entries the user has the proper skillsto resolve, prioritizing them
based age, impacted dollar amount, etc.

One of the main benefits of the assignment on demand approach is that work is allocated real-time based on most current
information such as skills, priority, user availability, etc. This also means that work remains unassigned until a user is
actually going to work on it making it available to any qualified user.

Manual assignments of To Do entries are possible as follows:
 Supervisors may use the supervisor function pages to review and assign To Dos to users.

e A user may usethe To Do list pagesto review and assign To Dos to themselves or forward any of their To Dosto
someone else.

» All of the above assignment functions may also be performed using the To Do Search page.

Assignment "on demand" is possible from the Current To Do zone on the Dashboard portal. Refer to this zone to learn
about all the functions it provides.

A User's Current To Do
Users have the option of drilling down on an entry from various list queriesin the system. Refer to Working On A To Do
Entry for more information on drilling into an entry.

Drilling down on an entry from the following To Do list queries (using the entry's message description only) also sets the
entry asthe user's Current To Do entry:

e ToDolList
e To Do Search

i
Additionally, users may have the option to click on the Current To Do icon, " \f{ , on the Current To Do dashboard zone
to request their next task. The returned To Do entry automatically becomes the user's Current To Do.

Regardless of how a To Do entry became current its information is displayed on the Current To Do zone.

FASTPATH: Refer to Current To Do zone to learn about all the functions it provides to efficiently resolve the current
To Do and other entries that may potentially be related to it.

If aTo Do entry becomes current as aresult of drilling down from alist query, the system supports the ability to drill down
to the Next and Previous entries respective to the Current To Do entry in that list.

NOTE: The Previous To Do button and Next To Do button in the Current To Do zone allow you to scroll through
additional To Do itemsin your current work list without returning to the list query transaction. These buttons set the
respective To Do entry to now being current and take you to its related transaction or to a script associated with the To
Do Entry's message (not to the To Do entry itself). Thisis yet another way of drilling down on an entry.
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If aTo Do entry becomes current using the Current To Do zone' s next assignment functionality, that entry is not associated
with any work list to scroll through. The Next and Previous To Do buttons are therefore disabled in this case.

NOTE: Current Work List. Current work list refersto the list from which the current To Do entry was selected. Each
new election of a current To Do overrides the previous work list with the new list the entry was selected from. If not
selected from alist then the current work list is considered empty.

Related To Do Entries

A user working on a To Do may want to know of other To Dos that may be related to the same problem. If can be worked
by the same user they may get resolved faster. It seems almost impossible to programmatically determine whether two To
Dosredly stem from the same problem. The user should therefore be presented with alist of potentially related To Dos
from which he/she can select the truly relevant ones.

A To Do entry is considered potentially related to agiven To Do if they reference acommon entity. For example, if agiven
To Do references a certain account then any To Do referencing that same account is considered related to it.

NOTE: The system considers any To Do characteristic of Foreign Key type to represent areference to an "entity".
In other words, if a To Do has at least one common Foreign Key characteristic type/ valuewith agiventodoitis
considered related to it.

The To Do Search page supports a Related To Do filter that lists all related To Dos for agiven entry. Various pages
showing To Do information often provide an indication as to how many non-compl ete entries may be related to agiven To
Do entry. Clicking on the indication's hyperlink transfers the user to the To Do Search query pre-populating it to list the
related entries for the specific To Do entry.

FASTPATH: Refer to the To Do Search page for more information on all the functions it supports.

Complete A To Do

After you finish working on an entry, you can mark it as Complete. At this point, you may want to review potentially
related To Do entries and compl ete those that have been addressed by resolving the problem associated with the current
entry.

If you cannot resolve the problem, you can forward the To Do to another user, thus assigning the To Do to another user.

FASTPATH: Refer to How To Complete To Dos for more information.

NOTE: Itispossiblefor the system to automatically mark an entry as Complete. Refer to The Lifecycle Of A To Do
Entry for more information.

Managing To Do Entries

This section describes the various pages available to view and work on To Do entries.

To Do Supervisor Functions

This section describes To Do transactions that aid supervisors in the monitoring and assignment of To Do entries.
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Supervisor To Do Summary

This Supervisor To Do Summary page summarizes To Do entries by To Do Type. Only entries that are Open (i.e., not
assigned to a specific user) or Being Worked On are summarized.

NOTE: Only To Do entries that are assigned to a role to which you belong are summarized on this page. Refer to To
Do Entries Reference A Role for more information.

Use Menu > To Do > Supervisor To Do Summary to open this page.
Description of Page

This page summarizes all To Do entries that are Open or Being Worked On.
» To Do Type contains the description of the To Do type.

» Priority providesatotal count of To Do entries of agiven type by priority. For each distinct priority the description
includes the priority value followed by the corresponding number of entries. If all entries are of the same priority no
additional count is displayed.

» Total containsthe total of Open and Being Worked On entries. The hyperlink navigates to the Supervisor To Do
Assignment transaction, setting it to display all Open and Being Worked On entries for the given To Do Type.

» Open contains the number of To Do Entries whose statusis Open. The hyperlink navigates to the Supervisor To Do
Assignment transaction, setting it to display all Open entries for the given To Do Type.

» Being Worked On contains the number of To Do entries whose status is Being Worked On. The hyperlink navigates
to the Supervisor To Do Assignment transaction, setting it to display al Being Worked On entries for the given To Do

Type.
The"age bars' that appear to the right of the totals highlight the age of the To Do entries. The colorsred, yellow and green

are used to highlight the relative number of old, middle-aged and new To Do entries. The age associated with each of these
colorsis user-configurable.

Supervisor User Summary

The Supervisor User Summary page summarizes To Do entries by the user who is assigned to work on the entries. Only
entries that are Being Worked On are summarized.

NOTE: Only To Do entries that are assigned to a role to which you belong are summarized on this page. Refer to To Do
Entries Reference A Role for more information.

UseMenu > To Do > Supervisor User Summary to open this page.
Description of Page

This page contains a grid that displays all assigned To Do entries by User ID and To Do type. It indicates how many To
Do entries of the displayed Type are assigned to the user (Assigned this Type) and how many To Do entriesin total are
assigned to the user (Assigned Total).

Clicking the hyperlinks transfer you to the Supervisor To Do Assignment transaction. On this transaction, you can assign /
reassign To Do entries to a specific user. The differenceis that clicking the To Do Type hyperlink causes only Open entries
to be displayed on the Assignment transaction. Clicking the count in the Assigned this Type column causes Being Wor ked
On entries assigned to the displayed user to be shown.

Oracle Utilities Application Framework Business User Guide « 63



Supervisor To Do Assignment

This page lists To Do entries of agiven type and allows a supervisor to assign / reassign them to a designated user. Use
Menu > To Do > Supervisor To Do Assignment to open this page.

Description of Page

This page contains Open or Being Worked On To Do entries of a given type. These entries can be assigned to a specified
user one-by-one or several at atime. The following points describe this functionality:

You can select adifferent To Do Type by typing in avalue or pressing the search button in the upper right corner. An
I nfo description of the To Do type appears on the | eft.

Y ou can change the list of entries displayed according to their status. Select the Filter by status to be All (blank), Open,
or Being Worked On.

For Being Worked On entries, you may also Filter by User to limit the search to a specific user assigned to the To Do
entries.

If you want to re-sort the entries by a different value, click the search button adjacent to Extra I nfor mation. Each row's
respective sort value is displayed in the Extra I nformation column.

NOTE: Extralnformation. Each To Do list's default Extra Infor mation is defined on thelist's To Do Type. Also note
that each To Do list's available Extra Information differs.

Click the Select All button to select al entries displayed in the grid. Click the Clear All to remove the selectionsin the
grid.

Use the checkbox if you want to assign specific entries.
Entries are further sorted by their Priority. Highest in priority are listed first.

Create Date/Time contains the date and time the To Do entry was created by the system. Click the Create Date/Time
hyperlink to:

» View more detailed information about the entry.

» Add commentsto the To Do entry.

» Addalog entry of type User Detailsto record information about the To Do entry.
» Forward the To Do entry to another user.

» Send Back aTo Do entry that was forwarded to you by another user.

Click the number of Related entries hyperlink to navigate to the To Do Search query to list potentially related entries to
the current entry.

Worked By shows the user currently assigned to the To Do entry.
To Do Entry Statusis the current status of the To Do entry.

M essage contains a description of the To Do entry. Use the message description hyperlink to drill into the page on which
the entry's respective object is displayed. If the To Do type has been configured to associate a script with this To Do
entry's message number, then instead of being taken to the respective page, the associated script is launched. Refer to
Working On A To Do Entry for more information.

You can assign entries to a user:

» Enter auser ID or search for auser using the Assign To User field. You can only select a user that is associated with
arolethat is associated with this To Do Type. Note that the current number of assignmentsis displayed adjacent.

» Select one or more entries to assign to this user and click the Assign button. The entries' status becomes Being
Worked On.
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To Do List Functions

This section describes To Do pages that aid users in the assignment and working of entriesin To Do lists.

To Do Summary

This page summarizes To Do entries that meet the following qualifications:

» Theentry is Open and you belong to the entry's To Do role. Refer to To Do Entries Reference A Role for more
information about roles.

e Theentry isBeing Worked On and you are the user to which it is assigned.
UseMenu > ToDo> To Do Summary to open this page.

Keyboard Shortcut Alternate Shortcut
At +X Al t +Shi ft+X

NOTE: Refer to Shortcut Key Summary for information about the alternate shortcut.

FASTPATH: Refer to The Big Picture of To Do Listsfor an overview of To Do functionality.

Description of Page

This page is dedicated to a grid that summarizes the To Do entries on which you can work. The following information is
displayed:

» To Do Type contains the description of the To Do type.

« Priority providesatotal count of To Do entries of agiven type by priority. For each distinct priority the description

includes the priority value followed by the corresponding number of entries. If all entries are of the same priority no
additional count is displayed.

» Total containsthe total of Open and Assigned to You entries. The hyperlink navigates to the To Do List transaction,
setting it to display all Open and Being Wor ked On entries assigned to you for the given To Do Type.

» Open contains the number of To Do Entries whose statusis Open. The hyperlink navigates to the To Do List
transaction, setting it to display all Open entries for the given To Do Type.

» Assigned to You contains the number of To Do entries that are assigned to you whose status is Being Worked On. The
hyperlink navigates to the Supervisor To Do Assignment transaction, setting it to display all Being Worked On entries
for the given To Do Type.

The "age bars" that appear to the right of the totals highlight the age of the To Do entries. The colors red, yellow and green
are used to highlight the relative number of old, middle-aged and new To Do entries. The age associated with each of these
colorsisuser-configurable.

To Do List

This page lists To Do entries of a given type that are either Open (e.g., not assigned to a specific user) or are assigned to
you.

NOTE: Restricted by role. Only those entries assigned to a role to which you belong may be seen on this page. Refer to
To Do Entries Reference A Role for more information.
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FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

UseMenu > ToDo> To Do List to open this page.

Description of Page

This page contains a grid that summarizes the To Do entries of a given type on which you can work.

The I nfo section contains a concatenation of the To Do Type's description and the user's name.

The area beneath | nfo provides you with options that control which To Do entries appear and the order in which they are
displayed. The following points describe the various options:

Use Sort By to define how you want the To Do entries sorted. The following options are available:

Assigned Date- On or After. This option sorts the To Do entries in chronological order (based on the date the entry
was assigned to you) starting from the input Date. If you choose this option, the system assumes you want to start
from the earliest To Do entry. If you want to start from a date other than the earliest To Do entry, enter the desired
Date and click the adjacent search button.

Assigned Date - On or Before. This option sorts the To Do entries in reverse chronological order (based on the date
the entry was assigned to you) starting from the input Date. If you choose this option, the system assumes you want to
start from the today's date. If you want to start from a date other than today's date, enter the desired Date and click the
adjacent search button.

Create Date - On or After. This option sortsthe To Do entriesin chronological order (based on the date the entry
was created) starting from the input Date. If you choose this option, the system assumes you want to start from the
earliest To Do entry. If you want to start from a date other than the earliest To Do entry, enter the desired Date and
click the adjacent search button.

Create Date - On or Before. This option sortsthe To Do entriesin reverse chronological order (based on the date the
entry was created) starting from the input Date. If you choose this option, the system assumes you want to start from
the today's date. If you want to start from a date other than today's date, enter the desired Date and click the adjacent
search button.

Extra Information. This option sorts the To Do entries by the value of the Extra Info.

Use Extra Info to choose data related to the To Do Entry that should be used to sort the To Do entries. Thisinformation
isdisplayed in each entry's Extra I nformation column.

NOTE: Extralnfo. Each To Do list'savailable Extra Info is defined on thelist's To Do Type Sort Keys. Also note that
each To Do list's available Extra Info differs based on the configuration of the To Do Type.

Use Filter by to restrict the To Do entries based on their status. The following options are available;

All. This option shows all entries that are Open or Being Worked On.
Being Worked On. This option shows al entries that are Being Worked On (and assigned to you).
Open. This option shows all entries that are Open.

The grid that follows contains the To Do entries that match your criteria. The following information appears:

 Click the Select All button to select all entries displayed in the grid. Click the Clear All button to remove the selections
inthe grid.

Use the checkbox if you want to mark specific entries as Completed or Being Worked On using the Complete or
Assign buttons at the bottom.

A Commentsicon == appearsif there are comments on the To Do item and aLog Entry icon = appearsiif thereisalog
entry of type Forwarded, Sent Back or User Details on the To Do item. This column appearsiif at least one To Do has
either comments or a special log entry.
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» Entriesare further sorted by their Priority. Highest in priority are listed first.
» Create Date/Time contains the date and time the To Do entry was created by the system.
» Click the Create Date/Time hyperlink or either of the special icons to navigate to the To Do entry page.

» Click the number of Related entries hyperlink to navigate to the To Do Search query to list potentially related entries to
the current entry.

» Assigned Date/Time contains the date and time the To Do entry was assigned to a user. Thisfield is only populated on
entries that are Being Worked On. If auser assigned the To Do entry, the user ID and name of the user who assigned the
To Do entry are displayed beneath the Date/Time.

» Message contains a description of the To Do entry. Use the message description hyperlink to drill into the page on which
the entry's respective object is displayed. If the To Do type has been configured to associate a script with this To Do
entry's message number, then instead of being taken to the respective page, the associated script is launched. Refer to
Working On A To Do Entry for more information.

NOTE: Current To Do. Drilling into an entry from this page sets it to be the user's current To Do. Refer to A User's
Current To Do for more information on how to efficiently scroll through additional entriesin your current work list.

CAUTION: Automatic Assignment! When you drill into an entry using the message description hyperlink from this
page, the system changes the status of the entry to Being Worked On and assigns it to you.

» ToDo Entry Statusisthe current status of the To Do entry.
» Extralnformation contains the data for the entry that corresponds to the Extra Info chosen in the sort options above.
e To Do D contains the unique identifier of the To Do entry.

 |f you want to mark one or more entries as Being Worked On, check the desired entries and then click the Assign
button.

 If you want to mark one or more entries as Completed, check the desired entries and then click the Complete button.
Completed entries do not appear on the To Do list (but they are retained on the database for audit purposes).

To Do Entry

The topicsin this section describe the pages on which a To Do entry and its associated To Do log are maintained.

To Do Entry - Add Dialog

The To Do Entry transaction features a dialog that can add new To Dos (if the system is configured with manual To Do
types). This dialog appears if you openthe Menu > ToDo > To Do Entry > Add (it aso appearsif you click the clear
button when on the To Do Entry page).

Description of Page

The To Do Typeisthetype of To Do entry that you want to create. Only To Do types that are set up for manual usage
appear inthelist.

The default To Do Type Priority isdisplayed adjacent. Use Override Priority to override the default priority assigned by
the system.

Type a Subject for your To Do entry. Depending on how the To Do type is set up, the subject may appear as the message in
the To Do entry and To Do lists.

Enter aComment to provide alonger description of and more details about the To Do entry.
Send To indicates whether the new To Do will be assigned to a Role (the default) or User.
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The Role indicates the role to which this To Do entry will be assigned. Only users of the specified role will be able to view
and work on the To Do entry. The role is defaulted from the To Do type. If you want to assign the To Do to a different role,
change the specified role. Y ou can only assign the To Do entry to one of the roles specified on the To Do type.

User appearsif Send Toisset to User. Usethisoption if you want to assign the To Do to a specific user. The user must be
amember of the selected role.

If the To Do type defines valid characteristic types, the Char acteristics collection isvisible. If any of the characteristic
types are flagged as Default on the To Do type, the characteristic type with its default value (if applicable) are displayed. If
applicable use the characteristics to define other information related to this new To Do entry. In Oracle Utilities Customer
Care and Billing, for example, you can link the account and premise that you are attempting to start service for.

Click OK to add the To Do Entry.

To Do Entry - Main

Y ou use this page to perform various actions or modify details about a To Do entry. Use Menu > To Do > To Do Entry >
Sear ch to open this page.

NOTE: Restricted by role. You may only change To Do entries that are assigned to you or ones that are Open and
assigned to arole to which you belong. Refer to To Do Entries Reference A Role for more information about roles.

Description of Page

To Do contains a concatenation of important information about the To Do entry. To Do I D is the system-assigned unique
identifier of the entry. These values only appear after the case is added to the database.

NOTE: Formatting may be performed by a plug-in. Refer to To Do Info May Be Formatted By An Algorithm for
more information.

To Do Typedisplaysthe entry's To Do Type and its description. Refer to To Do Entries Reference A To Do Type for more
information about To Do types.

Role displays the role of the users who may be assigned to the entry along with a description of therole. Refer to To Do
Entries Reference A Role for more information about roles.

Message is adisplay-only field that describes why the entry exists. If the To Do entry isin the status of Open or Being
Worked On, the message description alows you to drill into the page on which the entry's respective object is displayed.
If the To Do type has been configured to associate a script with this To Do entry's message number, then instead of being
taken to the respective page, the associated script is launched. Refer to Working On A To Do Entry for more information.

Statusindicatesif the entry is Open, Being Worked On, or Complete. Refer to The Lifecycle Of A To Do Entry for more
information status.

Use Priority to manually override the To Do entry's current priority. Any manual change to the priority is recorded on the
To Do entry log.

Assigned To displays the user who isworking the entry.
Sent By displays the user who assigned this To Do to the current user.

Created By only appears if a background process that uses To Do entries to report object-specific errors created the To Do
entry. The field displays the background process description and batch run number in which the entry was created. Refer to
To Dos Created for Object-Specific Error Conditions for more information.

Extract Info only appearsif the To Do is being sent out of the system. Extract Info describes the status of the extract
(for example whether it has been processed or not). Refer to To Do Entries May Be Routed Out Of The System for more
information.

Use Commentsto describe anything interesting or unusual about the To Do entry. The Commentsfield is disabled if the
To Do entry is complete.
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If the To Do entry has non-complete related entries a summary description appears below the comments line. The
description states the total number of related entries, how many are till Open, how many are assigned to you and how
many assigned to others. Use this hyperlink to navigate to the To Do Search query to list these entries.

The Actions buttons allow you to Complete the To Do, Forward the To Do to another user or Role, or Send Back aTo Do
that has been forwarded to you by another user. All buttons are disabled once a To Do is complete. Refer to To Do Entry
Actions and the How To section for more information on using these actions.

The Characteristics collection is visible for manual To Do entries or for automatic To Do entries that have characteristics.
Characteristic Typeindicates the type of characteristic. Specify avalid Char acteristic Value for the characteristic type.

NOTE: Only characteristic types defined as permissible on aTo Do entry may belinked to a To Do. Refer to Setting
Up Characteristic Types & Their Vaues for more information about characteristic types. In addition, for manual To Do
types, the characteristic type must also be defined as valid for the To Do entry's To Do type.

The Log grid displays log entries (in reverse chronological order) that audit the progress of a To Do entry. Y ou cannot
modify or delete log entries that have been created by the system. Y ou can manually add alog entry of type User Details
and you may remove alog entry beforeit is saved. Once a User Detailslog entry is saved, you cannot modify or delete it.

The Log grid displays the following information:
L og Date/Time displays the date and time when the log entry was created.

Log Typeindicates the To Do entry event for which the log entry was created. For example, when the To Do entry is
created, the Log Type indicates Created. For more information refer to the Log Entry Events table below.

The Details column contains user-specified or system-generated information about the log entry. Thisfield is blank for
some types of log entries.

L og User displays the user who caused the log entry to be created.
Assigned To displays the user to whom the To Do entry was assigned (if any).

To Do Entry - Keys/Values

The Keys/ Vaues page contains detailed information about the sort keys and drill keys associated with a To Do entry. This
information may not be modified. It is shown to assist support personnel.

UseMenu > ToDo> To Do Entry > Search to search for the desired To Do entry, then navigate to the Keys/Values
page.
Description of Page

The Sort Keys grid contains an entry's sort keys and values. This information is display-only.

FASTPATH: Refer to To Do Type - Sort Keys for more information.

The Drill Keysgrid contains an entry's drill keys and values. Thisinformation is display-only.

FASTPATH: Refer to To Do Type - Drill Keysfor moreinformation.

To Do Entry Actions

Y ou can perform the following actions on a To Do Entry.
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Complete

Clicking Complete causes the To Do entry's status to be Completed. When you complete aTo Do, alog entry is created
that indicates when the To Do was completed and by whom. This button is enabled for To Do entries with a status of Open
or Being Worked On.

FASTPATH: Referto TheLifecycle Of A To Do Entry for more information.

Forward

Clicking Forward causes the Forward To Do Entry dialog to appear, allowing you to forward the To Do to another user or
role. This button is enabled for Open To Do entries assigned to arole to which you belong or Being Worked On To Do
entries assigned to you.

Send To indicates whether the To Do will be forwarded to a Role or User (the default).

User appearsif Send Toisset to User. The User indicates the user to which this To Do entry will be forwarded. The user
must be a member of one of the roles specified for the To Do type.

Roleisenabled if Send Toisset to Roleor if set to User and a User is specified. It indicates the role to which this To

Do entry will be forwarded. Only users of the specified role will be able to view and work on the To Do entry. Theroleis
defaulted from the To Do type. Y ou can only forward the To Do entry to one of the roles specified on the To Do type. If
forwarding to a user the role must also be valid for the specified user.

The Detailsfield provides an explanation of why a user isforwarding the To Do. This information appearsin the To Do
log.
Click OK to forward the To Do entry.

Send Back

Clicking Send Back causesthe Send Back To Do Entry dialog to appear, allowing you to send back the To Do to the user
who forwarded it to you. This button is enabled if the To Do entry's statusis Being Worked On and it was forwarded to
you by another user.

User isadisplay only field that indicates the user who assigned you the To Do.

Role may be used to also change the entry's To Do Role. The role must be a permissible role specified on the To Do type
that isalso valid for the user this entry is sent back to. By default, if the sent to user is not a member of the entry's current
role, the system automatically defaults the role to the first permissible role that is also valid for the user.

The Detailsfield provides an explanation of awhy the user is sending back the To Do or any other desired information.
Thisinformation appearsin the To Do log.

Click OK to send the To Do back to the assigning user.

Log Entry Events
The following table contains the events that cause alog entry to be created by the system.
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Event Log Type To Do Entry Content of Content of Log User ID Contents of Sent
Status Details Assigned To (on By (on To Do
To Do entry and entry)
To Do Log)
AToDois Created Open ID of user who
created (by the created the To
system or by a Do
user)
AToDois Created Being Worked User ID of ID of user who Creating user's
created (by the On user who was created the To ID
system or by a assigned this To Do
user) in Being Do
Worked On
status
AToDois Completed Complete ID of user who
completed (by completed the To
the system or by Do
a user)
A user takes an Assigned Being Worked Selected by user Assigned To Assigned To ID of user who
open To Do On User ID User ID assigned the To
Do
A supervisor Assigned Being Worked Assigned to user Assigned To ID of user who ID of user who
assigns a To Do On User ID assigned the To assigned the To
to a user (also Do Do
happens if they
reassign)
A user forwards Forwarded Being Worked Log details Forwarded To ID of user who ID of user who
an entry to a user On entered by user User ID forwarded the To forwarded the To
Do Do
A user forwards Forwarded Open Forwarded to role ID of user who ID of user who
an entry to a role Role Description forwarded the To forwarded the To
(Role ID) + Log Do Do
details entered by
user
A user sends Sent back Being Worked Log details Sent Back To ID of user who ID of user who
back a To Do On entered by user User ID sent back the To sent back the To
Do Do
Auseraddsalog User Details Status remains Log details ID of user who
entry the same entered by user added the entry
A user manually Override Priority ~ Status remains Priority changed Assigned To ID of user who
overrides priority the same from < old value> User ID made the change

to < new value>

To Do Search

This page alows you to search for To Do entries using various search criteria, and perform various actions on selected ones.

NOTE: Norestriction by role. This page returnsall To Do entries that meet the search criteria, regardless of the To Do
entry's role. Using the search, a user may drill into the details of a To Do entry even if the To Do is hot assigned to the
user. Refer to To Do Entries Reference A Role for more information about roles.

FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

To Do Search - Main
UseMenu > ToDo > To Do Search to open this page.
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The top half of the page is where you enter the criteria used to search for To Do entries.

NOTE: Multiple search criteria may be specified. Y ou can search for To Do entries using a combination of search
criteria. For example, if you enter both aTo Do Type of TD-NOMR and a Status of Being Worked On, only those To
Do entriesfor To Do type TD-NOMR that are currently Being Worked On are displayed.

CAUTION: Try to be as specific as possible when entering search criteria. Why? Because entering open-ended search
criteriamay have a severe impact on response times.

The following table describes each of the different search filters.

Search Filter Description

Related To Do If you're searching for potentially related entries for a given To Do
entry, choose Specific To Do for the Related To Do Filter. Enter the
To Do ID.

A filter value of Not Applicable defaults.

To Do Type If you're searching for a To Do entry and you know the value of a To
Do Type linked to the To Do entry, choose Specific To Do Type for
the To Do Type Filter. Enter the To Do Type.

A filter value of All defaults.

Char Type If you're searching for a To Do entry and you know the value of
a characteristic linked to the To Do entry, choose Specific Char
Type for the Char Type Filter. Enter the Characteristic Type and
Characteristic Value.

A filter value of Not Applicable defaults.

Only characteristic types that include a characteristic entity of To Do
Entry and that have been marked to allow searching by characteristic
value are available.

User Use this search method if you know the Created By User, Assigned
To User or Completed By User for the To Do entry. Enter the
appropriate User Id.

A filter value of Not Applicable defaults.

Date Range Use this field if you're searching for a To Do entry and know the Date
Created or Date Completed.

A filter value of Date Created defaults. The Start Date/Time defaults
to the current date, 12:00AM and the End Date/Time defaults to the
current date, 11:59PM.

If you enter a Date Range Filter of All, the system ignores this search
method.

Status Use this search method to restrict the search to To Do entries with a
specific status value. You may search for To Do entries in the status
of Open, Being Worked On or Completed. You may also perform a
combination search for To Do entries that have a status value of either
Open or Being Worked On.

A filter value of All defaults.

NOTE: Thesystem allows any combination of values. The system does not try to validate your search combinations,
even if they do not make sense. For example, if you enter aUser Filter value of Completed By User and a Status
Filter value of Open, you will not get an error. In this case, the system will find no records that match your criteria
(because To Do entries that are Open do not have a Completed By User).

The system shows the total number of To Do entries that satisfy your search results immediately below the grid.
Thefirst group of To Do entriesis displayed in the grid at the bottom of the page.

» Click the Select All button to select all entries displayed in the grid. Click the Clear All to remove the selectionsin the
grid.
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Use the checkbox if you want to assign, reopen or complete specific entries. Only Open or Being Worked On entries
may be selected.

FASTPATH: Refer to To Do Search Actions and the How To section for more information on using these actions.

A Comment icon == appearsif there are comments on the To Do item and aLog Entry icon = appearsif thereisalog
entry of type Forwarded, Sent Back or User Details on the To Do item. This column appearsif at least one To Do item
has either comments or a special log entry. Use either icon to navigate to the To Do entry page.

Entries are sorted by their Priority. Highest in priority are listed first.

Create Date/Time contains the date and time the To Do entry was created by the system. Use the hyperlink to navigate
to the To Do entry page.

Click the number of Related entries hyperlink to redisplay this page listing potentially related entries to the current entry.

Last Assigned Date/Time contains the date and time the To Do entry was most recently assigned to a user, if applicable,
along with the Assigned To user.

M essage contains a description of the To Do entry. If the To Do entry isin the status of Open or Being Worked On,
the message description allows you to drill into the page on which the entry's respective object is displayed. If the To Do
type has been configured to associate a script with this To Do entry's message number, then instead of being taken to the
respective page, the associated script is launched. Refer to Working On A To Do Entry for more information.

NOTE: Current To Do. Drilling into the page by clicking the Message hyperlink does not automatically assign
Open To Do entriesto the user (asthe To Do List page does when clicking on the Message). But it does treat this as
the user's current to do, enabling To Do related toolbar icons. Refer to A User's Current To Do for more information.

Status contains the current status of the To Do entry.

« Completion Date/Time contains the date and time the To Do entry was completed and the user who completed the
entry, if applicable.

» To Do Type contains adescription of the To Do type for the To Do entry.

To Do Search Actions

Y ou can perform the following actions on selected To Do Entries.

Assign Selected Entries

Use the Assign button to assign or reassign the selected entries to a user. Enter auser 1D or search for auser using the
Assign To User field. By default thisfield is populated with the current user's ID. Note that the user's current number of
assignments is displayed adjacent.

Upon successful processing, the selected entries are assigned to the specified user and the status of Open entries becomes
Being Worked On. Additionally, a corresponding log entry is added to each To Do.

NOTE: Only userswith Supervisor Assignment access rights may reassign entries that are not currently assigned to
them.

Reopen Selected Entries

Use the Reopen button to unassign the selected entries from their users forwarding them back to their role.
Upon successful processing, the selected entries become Open and a corresponding log entry is added to each To Do.
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Complete Selected Entries

Use the Complete button to compl ete the selected entries.
Upon successful processing, the selected entries become Completed and a corresponding log entry is added to each To Do.

FASTPATH: Referto The Lifecycle Of A To Do Entry for more information.

How To

The following sections describe how to perform common tasks for To Dos.

How To Assign a To Do to a User

There are several waysto assign a To Do entry to a user:
» A supervisor can usethe Supervisor Functions pages to review, assign and reassign To Dos to users.

» The Supervisor To Do Summary page summarizes by type the total, Open (unassigned) and Being Worked On
(assigned) entries for rolesto which you belong.

» TheTotal, Open or Being Worked On column hyperlinks transfers you to the Supervisor To Do Assignment page
where you can assign / reassign one or more of the corresponding entries to a specific user.

» UsetheTo Do List Functions pages to review and assign To Dos to yourself.

» The To Do Summary page summarizes by type the total, Open (unassigned) and Being Worked On (assigned to
you) entries for roles to which you belong.

» The Open column hyperlink transfers you to the To Do List page where you can assign one or more of the Open
entries to yourself.

* You may aso usethe To Do Search pageto find certain To Do entries based on various criteria and assign selected
entriesto a user.

» Forwarding an entry to auser using the To Do Entry pageis yet another way of assigning an entry to a user.

» The Current To Do zone next assignment functionality can be configured to dynamically assign an Open To Do to the
requesting user based on your organization's work assignment rules. Refer to this zone for more information.

How To Work on To Do Entries

Depending on your organization's work distribution practice, there are several ways to work on To Do entries.

When work is manually assigned, atypical approach may be to review the entriesin alist and work them one entry at a
time.

» YoucanusetheTo Do List pageto review and work on To Do entries by list type.

» You may aso usethe To Do Search page to find certain To Do entries based on various criteria and work on selected
entries. For example, you may want to review and work on entries related to agiven To Do.

Regardless of the above methods to define your work list, when ready to work on a specific entry, drill into its respective
page using the message description hyperlink. Drilling into an entry from the above work lists makes it your current To Do
entry. Thisentry'skey information is displayed on the Current To Do dashboard zone and you may use specia action bar
buttons to scroll through your work list to the next and previous entries respective to your current To Do.
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FASTPATH: Refer to Working On A To Do Entry for more information.

i
When work is assigned "on demand", click the Current To Do icon, ” \-': , on the Current To Do dashboard zone to
reguest your next task. The returned To Do entry automatically becomes your current To Do. The entry's key information
is displayed on the zone but since the entry was no selected from awork list the next and previous action bar buttons are
disabled.

FASTPATH: Refer to Current To Do zone to learn about all the functions it provides to efficiently resolve the current
To Do and potentially other To Do entries that may be related to it.

Resolve the current To Do by fixing the problem indicated in the message and mark the entry as Complete.

FASTPATH: Refer to How To Complete To Dos for more information.

How To Add a New To Do

If your system is configured with manual To Do types, you can add a To Do entry online. Online To Do entries may

be used like electronic help tickets in the system. In Oracle Utilities Customer Care and Billing, for example, if you are
having a problem starting service, you can create a To Do that describes the problem. The To Do can be assigned to a help
resolution group that could either resolve the problem or send the To Do back to you with information describing how to
resolve the problem.

FASTPATH: Refer to To Do Entry - Add Dialog for more information.

How To Complete To Dos

When you complete aTo Do, alog entry is added that indicates when the To Do was completed and by whom.

There are multiple ways in which you can complete a To Do.

e TheTo Do List page allows you to complete one or more selected entries of a specific To Do Type.

» The To Do Search page allows you to search for To Do entries using various search criteria and compl ete selected ones.
» Usethe To Do Entry page to complete asingle To Do Entry.

» You may aso usethe Current To Do zone to complete the current entry you are working on and/or all related entries
assigned to you.

» The system automatically completes some To Do entries. For To Do entries that are logically associated with the state of
some object, the system automatically marks the entry Complete when the object is no longer in the respective state. In
Oracle Utilities Customer Care and Billing for example, an entry that's created when an account doesn't have a hill cycle
is completed when the account has a bill cycle.

NOTE: The automatic completion of To Do entries occurs when the To Do entry process responsible for creating entries
of agiven typeis executed. Therefore, if these processes run only once per day, these entries remain Being Worked On
even if the object is no longer in the respective state.
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How To Forward a To Do

If you have been assigned a To Do that you are unable to resolve, you can forward it to another user or role for help or
additional instructions. When aTo Do is forwarded, alog entry indicates who forwarded the To Do, to whom it was
forwarded, and the specified reason.

» Usethe Forward button on the To Do Entry page to forward a To Do entry to arole or a user.
» You may aso use the Reopen button on the To Do Search page to forward selected entries back to their current role.

How To Send Back a To Do

If you have been forwarded a To Do by another user, you may send back the To Do with instructions to the forwarding user.
When aTo Do is sent back, alog entry is created that indicates when the To Do was sent back and by whom.

Use the Send Back button on the To Do Entry page to send back a To Do entry.

How To Add a Log Entry to a To Do
Y ou can use the Comments section of a To Do entry to add a comment to the To Do aslong asthe To Do is Open or Being
Worked On. However, the Comments field is disabled if the To Do entry is complete.

Alternatively, you can add a User Detailslog entry to a To Do at any time (even after it's completed). Refer to To Do Entry
page for more information.
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Chapter 4

Reports

The following section describes the functionality provided for submitting reports on-line and for viewing reports submitted
through athird party reporting tool.

FASTPATH: For information about this functionality, see The Big Picture of Reports.

On-line Report Submission

The on-line report submission page enables you to request a specific report to be run. Thisisonly availableif your systemis
able to integrate with your third party reporting system on-line. The system comes configured to integrate with Bl Publisher.

Report Submission - Main

This page alows you to submit areport on-line. Navigate to this page using Menu > Tools > Report Submission..
Description of Page

To submit areport, choose the Report Code for the process you wish to submit. Refer to Defining Report Definitions for
information about defining reports in the system.

A description of the report is displayed.
The parameters defined for the report on the report definition page are displayed in the grid. To see adescription of a
parameter, use the search button adjacent to the parameter label.

NOTE: Default note. The default values displayed for the parameters are defined on the report definition page.

When you have entered the appropriate parameter values, click the Submit button to submit the report. Refer to How To
Request Reports for more information.
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NOTE: Reports submitted viathe on-line report submission page are not logged in the report history repository and are
therefore not visible from the report history page. Only reports submitted through your third party reporting tool's batch
scheduler are logged in the report history, if supported by the toal.

Viewing Historic Reports

If your third party reporting tool stores historic copies of reportsin arepository, you may configure the system to allow a
user to view these historic reports on-line.

NOTE: This page currently does not display historical reports for Bl Publisher.

Report History - Main

This page alows you to view areport stored in your third party reporting tool's report repository, if supported. Navigate to
this page using Menu > Tools> Report History.

Description of Page

The top part of the page shows the Report Code, Description and L ong Description for the selected report.

To select areport, search by either Report Code or Description and click the adjacent search button. The reports matching
your search criteria are displayed. Choose the desired report from the selection list.

NOTE: Displaying Report History. When you choose a report, the system needs to interface with your reporting
software to display alist of historical occurrences of this report.
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